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9.1.1 Purpose

The primary purpose of this Chapter is to provide participating jurisdiction users with the step-
by-step process required to Set Up and Complete HOME Program activities in IDIS. HOME
Program information and guidance is also provided to help participating jurisdictions report the
correct information about their HOME Program accomplishments.

9.1.2 HOME Program Overview

The HOME program, created under Title Il (the Home Investment Partnerships Act) of the
National Affordable Housing Act of 1990, represented a historic affirmation of the Federal
Government’s commitment to providing decent, safe, and affordable housing for all Americans
and to alleviating the problems of excessive rent burdens, homelessness and deteriorating
housing stock nationwide.

HOME empowers PJs to design and implement affordable housing strategies that are tailored to
their needs and priorities.

The HOME regulations, CPD Notices, guides, policy interpretations and further information are
available at the HOME program web site located at:
http://www.hud.gov/offices/cpd/affordablehousing/programs/home/index.cfm

9.1.3 The HOME Program in IDIS
General Notes:

In IDIS, the term “Project” refers to the Consolidated Plan and Action Plan items added and
maintained in the system. Each HOME project is called an “Activity” in IDIS and requires the
following actions to process in IDIS:

e Set up the HOME activity in the Common Path as described in Chapter 4 and then in the
HOME screens in this Chapter.
o] Fund the HOME activity (Chapter 5)
o] Draw the HOME funds for the activity (Chapter 7)
o] Complete the HOME activity as described in this Chapter.

HOME Program Income must be used for HOME-assisted activities before new HOME funds
may be drawn down. Directions on this procedure are located in Chapters 5 and 13.

The following activities can be funded after entering required information in the Common Path
screens and then selecting option E on the HOME menu:

e Administrative activities

e CHDO operating

e CHDO capacity

Information must be entered into all required fields in order to fund, draw, or complete a HOME
activity. Press <F3>, <F9> or <Enter> to view the required fields in red.
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Financial and beneficiary information must be entered into the completion screens within 120
days of the final draw for the activity.

If you do not enter a value in the Yes/No question fields, the system will automatically insert a
system default answer “No” and display the next fields and screens resulting from that answer.

9.1.4 Committed Funds

HOME funds are “committed” to an activity in IDIS when there is a written legally binding
agreement and the activity is set up and funded in IDIS. HOME funds are considered committed
in IDIS when: 1) subgranted to an organization, CHDO, State Recipient or Subrecipient, or 2) an
activity not subgranted has been funded through Activity Funding.

9.1.5 Subfunding and Subgranting

Before an activity is set up in the Common Path (Chapter 4) and the HOME screens (this
chapter), one or more subgrants may need to be created from the HOME entitlement grant.
Chapter 6, Subfunding and Subgranting, describes how to do this. A subgrant reserves funds to a
particular organization. CHDO funds must be subgranted to a CHDO before setting up an
activity for that CHDO. Similarly, if another organization or State recipient is carrying out the
activities, funds are subgranted to the organization before the activities are set up.
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9.2

Navigation and Function Key (F-Key) Guide

F1=HELP Press to view and select from a list of choices. If a list is not presented,
a help message may be displayed.

F2=PROJ LIST Press to view and select from a list of Projects. The Projects listed have
previously been entered through the Plan/Project Menu in IDIS from the
participating jurisdiction Consolidated Plan or Action Plan.

EF3=VALDT Press to validate. The validate function allows the user to see required

fields that need to be completed in order to be able to proceed, fund,
draw or complete an activity. The F3 key does not save information.

F4=MAIN MENU

Press to go to the IDIS Main Menu.

F5=PROJ INFO Press to go to the IDIS Project Information screen. This screen displays
the Project Number, Project Title, Date Last Updated and the estimated
funding from each of the four formula programs.

E6=CLEAR Press to delete search criteria and to start over.

E7=PREV Press to go to the previous screen. (The location is indicated in each of
the screen examples in this section.)

ES=NEXT Press to go to the next screen. (The location is indicated in each of the
screen examples in this section.)

F9=SAVE Press to validate and save. IDIS then redisplays the screen.

F10=GO TO From the HOME Menu, pressing this key takes the user to the first
Revise Activity Screen in the Common Path.

REVISE ACTIVITY

F15=ALT Press to display alternate costs screen. This function allows the user to
change the version of the cost screen.

(SHIFT-F5)

E17=UP Press to go back when the list continues to additional screens.

(SHIFT-F7)

F18=DOWN Press to go forward to continue to additional screens.

(SHIFT-F8)
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9.3 Navigating from the HOME Menu

The Home Menu is the first HOME screen. The Grantee Activity ID and Activity Name display
information entered in common path fields. The IDIS Activity ID is generated by the system.
The HOME Menu provides the main navigation to perform the following functions:

SET UP ACTIVITY

The HOME Menu has a separate setup option for each of the five eligible HOME activities.
These are called Tenure Types in IDIS. The input screens are specific to the Tenure Type and
Activity Type.

REVIEW ACTIVITY

Selecting a Review Activity option provides Review Activity Status or Search. Review Activity
Status is a one-page snapshot of the current status of an activity. The Search function allows for
the search of HOME activities by program years, project Ids, set up dates, completion codes,
status codes, tenure types, occupant codes, or activity names.

COMPLETE ACTIVITY

Selecting a Complete Activity function automatically displays the completion screens for the
Tenure Type. Entering the selection of Costs & Beneficiaries provides all of the completion
screens. It is also possible to go directly to the Costs or Beneficiary screens.

CHANGE TO ACTIVITY ID
Entering another HOME IDIS Activity 1D number displays the HOME Menu for that activity.
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HOME MENU HMOO
Grantee Activity ID XXXXXXXXXXXXXXXXXX IDIS Activity ID zzzzzz9
Activity Name XKXXXXXHKKKKXXXXHKHKKKIIXIXHKHKHKHKKIIXIX XX KKKXXXX

SET UP ACTIVITY

Rental

Homebuyer

Homeowner Rehab

Tenant-Based Rental Assistance (TBRA)
Activity Funded Only with AD/CO/CC

mooOw>

REVIEW ACTIVITY
F Review Activity Status
G Search Activities

COMPLETE ACTIVITY
H Costs & Beneficiaries
I Costs Only
J Beneficiaries Only
Type selection and press <ENTER> Change to Activity ID

FA=MAIN MENU F7=PREV F10=GO TO REVISE ACTIVITY

Set Up Activity Selections

Rental Enter A to go to the HOME screens to set up a rental activity. Only those
screens and fields related to rental activities are presented.

Homebuyer Enter B to go to the HOME screens to set up a homebuyer activity. Only
those screens and fields related to homebuyer activities are presented.

Homeowner Rehab Enter C to go to the HOME screens to set up a homeowner rehabilitation
activity. Only those screens and fields related to homeowner rehabilitation
activities are presented.

Tenant-Based Rental

: Enter D to go to the HOME screens to set up a tenant based rental
Assistance (TBRA) g P

assistance activity. Only those screens and fields related to TBRA activities
are presented.

Activity Funded Only

Enter E if the activity is an Administrative and Planning, CHDO Operatin
with AD/CO/CC ' Ity | Inistrativ ing perating

Expense or CHDO Capacity Building Activity Only. A message will be
displayed that the activity AD/CO/CC activity can be funded. No further
HOME set up screens are needed. If AD or CO are to be used to fund a
Rental, Homebuyer, Homeowner Rehab or Tenant-Based Rental Assistance
activity, set up the activity by one of these four tenure types and fund with
more than one fund type.

Another way to use AD for HOME activities is to return AD funds to EN.
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Grantee Activity ID  XXXXXXXXXXXXXXXXXX IDIS Activity ID zzzzzz9

Activity Name

Type selection and press <ENTER> Change to Activity ID

FA=MAIN MENU

HOME MENU HMOO

,9,9,0,0.9.9,9,9,9,0,0,0,0.0.9.9,9,0,0,0,0.0.0.9,0,0,0,0,0,0.0.9,0,0,0,0,0,0,0.¢

SET UP ACTIVITY

Rental

Homebuyer

Homeowner Rehab

Tenant-Based Rental Assistance (TBRA)
Activity Funded Only with AD/CO/CC

mooOw>X>

REVIEW ACTIVITY
F Review Activity Status
G Search Activities

COMPLETE ACTIVITY
H Costs & Beneficiaries
I Costs Only
J Beneficiaries Only

F7=PREV F10=GO TO REVISE ACTIVITY

Review Activity Selections

Review Activity Status

Enter F to go to the Review Activity Status Screen. The Review Activity
Status Screen displays information entered into IDIS. In addition to activity
type, setup date and status code, it provides summary information about
funding, disbursements, estimated units, actual units and costs. It also shows
whether or not all of the required setup and completion data has been
entered.

Search Activities

Enter G to go to the Search screen to search for HOME activities by program
years, project IDs, set up dates, completion dates, status codes, tenure types,
occupant codes, and activity names.
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Activity Name

FA=MAIN MENU

Grantee Activity ID  XXXXXXXXXXXXXXXXXX IDIS Activity ID zzzzzz9

Type selection and press <ENTER> Change to Activity ID

HOME MENU HMOO

,9,9,0,0.9.9,9,9,9,0,0,0,0.0.9.9,9,0,0,0,0.0.0.9,0,0,0,0,0,0.0.9,0,0,0,0,0,0,0.¢

SET UP ACTIVITY

Rental

Homebuyer

Homeowner Rehab

Tenant-Based Rental Assistance (TBRA)
Activity Funded Only with AD/CO/CC

mooOw>X>

REVIEW ACTIVITY
F Review Activity Status
G Search Activities

COMPLETE ACTIVITY
H Costs & Beneficiaries
I Costs Only
J Beneficiaries Only

F7=PREV F10=GO TO REVISE ACTIVITY

Complete Activity Selections

Costs & Beneficiaries

Enter H to go to the HOME screens to enter completion information. This
selection goes to the first completion screen.

Costs Only

Enter | to go to the HOME costs screens to enter completion financial
information such as leverage.

Beneficiaries Only

Enter J to go to the HOME beneficiary screen to enter information on the
households assisted with HOME funds.

Note: When entering the completion path for the first time, a user will see the first completion
screen regardless of the option chosen. Once the first completion screen information has been
entered the selected screen will appear.
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Set Up Rental Activity

When Rental is selected on the HOME Menu, the SET UP ACTIVITY: CHDO QUESTIONS
screen HOME or HMOL1 is the next screen shown:

SET UP ACTIVITY: CHDO QUESTIONS HMO1
Grantee Activity ID  XXOOXXXXXXXXXXXXXX IDIS Activity ID zzzzzz9
Activity Name KXXHKIKXXHKIKIHKKIHKKIIXHKIIXHKKIXHXKIIXXKXXX KX XXX
CR ACTIVITY? Will the activity be funded with CR (Y/N)?
IT yes:
CHDO Acting As
1 Owner
2 Sponsor
3 Developer

Will initial funding be a CHDO Site
Control and/or Seed Money Loan (Y/N)?

F3=VALDT FA=MAIN MENU F5=PROJINFO F7=PREV F8=NEXT FO=SAVE

How to Fill-In the SET This screen is presented when a rental activity is initially set up. It is not
UP ACTIVITY: CHDO shown again unless the activity is funded as a CHDO Loan or the CHDO

QUESTIONS Screen: answers need to be revised.
' Since insular areas do not have CHDO activities, insular area

participating jurisdictions will not see this screen.

As indicated, type in the answers to the questions. After entering the
information in the fields on this screen, press <Enter> to save the
information and go to the next screen.

Note: If the field requires a yes or no answer and the user presses
<Tab> to pass the field without entering a Y or N, IDIS will automatically
insert an N answer when the information is saved.

DATA FIELD | REQ’D DESCRIPTION VALID
ENTRIES

Grantee Activity Carried forward from the Setup Activity Screen Protected field
ID (CO4MAO01).

IDIS Activity Carried forward from the Setup Activity Screen Protected field
ID (CO4MAO01).
Activity Name Carried forward from the Setup Activity Screen Protected field

(CO4MADOL).

CR ACTIVITY? To be answered Y if the activity is to be funded with CHDO | Y or N
Will the activity Reserve funds and N if not. If CR Activity is Y, the CHDO

be funded with Acting As and CHDO Site Control guestions must be
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DATAFIELD | REQ’D DESCRIPTION VALID
ENTRIES
CR (Y/N)? answered. If the answer is N, press <Enter> to go to next
screen (ACTIVITY SET UP: OBJECTIVE AND
OUTCOME).
XY{?S: XHDO CHDO Acting As is a required field if the answer to CR 1,23
cting A Activity is Y.
Enter 1 if the CHDO is acting as the Owner,
Enter 2 if the CHDO is acting as the Sponsor,
Enter 3 if the CHDO is acting as the Developer
W|II_|n|t|aI The answer to this question is required if the activity is to be YorN
funding be a funded with CL.
CHDO Site
Control and/or Answer Y if the activity is to be funded with CHDO loan
Seed Money funds and N if not. If the answer is N, press <Enter> to

Loan (Y/N)?

go to next screen (OBJECTIVE AND OUTCOME).

See the CHDO Loan section for information on processing
a CHDO Loan.

Fr=PREV Press to go to the previous screen. From the CHDO
Questions screen, the previous screen is the HOME Menu.
Entries will not be saved.

F8=NEXT

Press to go to the next screen. From the CHDO Questions
screen in Rental, the next screen is Activity Set Up:
Obijective and Outcome. Entries will be saved.

Press <Enter> to display the first HOME setup screen.
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Grantee Activity ID

Activity Name

OBJECTIVE

OUTCOME

ACTIVITY SETUP: OBJECTIVE AND OUTCOME

HMO1-A

IDIS Activity ID

Provide decent affordable housing
Create economic opportunities

WN R

Availability/accessibility
Affordability
Sustainability

WN R

Create suitable living environments

F1=HELP F3=VALDT F4=MAIN MENU F5=PROJ INFO F7=PREV F8=NEXT F9=SAVE

How To Fill-In

the

ACTIVITY SETUP:

Objective and

Outcome Screen:

On this screen you indicate the primary objective and outcome of the

services your activity is designed to provide.

Where appropriate, type in the following data. (If the data typed does not
fill the field, or you do not need to complete the field, press <Tab> to go

to the next field.)

When you have completed the fields on this screen, press <Enter> to
save the information and go to the next screen (Special Characteristics).

1. Type 1, 2 or 3 to describe your objective.

2. Type 1, 2, or 3 to describe your outcome.

DATAFIELD | REQ’D DESCRIPTION VALID
ENTRIES
Grantee Activity Carried forward from the Setup Activity Screen Protected field
ID (CO4MADO01).
IDIS Activity Carried forward from the Setup Activity Screen Protected field
ID (C0O4MAD01).

Activity Name

Carried forward from the Setup Activity Screen
(CO4MADOL).

Protected field

OBJECTIVE

Enter 1, 2, or 3 to indicate your project’s intended objective.

If Objective is left blank by the user, the system will default
tO H2”

Press <F1> (Help) for help as to what to enter in the
Obijective field.

1,2,0r3
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DATA FIELD

REQ'D

DESCRIPTION

VALID
ENTRIES

OUTCOME

Enter 1, 2, or 3 to indicate your project’s intended outcome.

If Outcome is left blank by the user, the system will default
tO “211

Press <F1> (Help) for help as to what to enter in the
Outcome field.

1,2,0r3

F7=PREV

Press to go to the previous screen. From the ACTIVITY
SETUP OBJECTIVE AND OUTCOME screen, the previous
screen is the HOME MENU screen. Entries will not be
saved.

F8=NEXT

Press to go to the next screen. From the ACTIVITY SETUP
OBJECTIVE AND OUTCOME screen, the next screen is
SET UP ACTIVITY: SPECIAL CHARACTERISTICS.
Entries will be saved.

Press <Enter> to go to the SET UP ACTIVITY: SPECIAL CHARACTERISTICS screen.
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Grantee Activity ID

SET UP ACTIVITY: SPECIAL CHARACTERISTICS

Activity Name

ACTIVITY
LOCATION

FAITH-BASED
ORGANIZATIO

HMO1-B

IDIS Activity ID

Type "Y" next to any that apply:

CDBG strategy area
Local target area
Presidentially declared major disaster area
Historic preservation area

Brownfield redevelopment area
Conversion from non-residential to residential use
Colonia

Will this activity be carried out by a faith-based
N organization (Y/N)? _

F1=HELP F3=VALDT

FA=MAIN MENU F5=PROJ INFO F7=PREV

F8=NEXT 9=SAVE

How To Fill-In the SET
UP ACTIVITY: Special
Characteristics Screen

Where appropriate, type in the following data. (If the data typed does not
fill the field, or you do not need to complete the field, press <Tab> to go

to the next field.)

When you have completed the fields on this screen, press <Enter> to

save the information and go to next screen.

DATA FIELD REQ’D DESCRIPTION VALID
ENTRIES
Grantee Activity Carried forward from the Setup Activity Screen Protected field
ID (CO4MAO1).
IDIS Activity Carried forward from the Setup Activity Screen Protected field
ID (CO4MADOL).
Activity Name Carried forward from the Setup Activity Screen Protected field
(CO4MADOL).
ﬁggfb\\{l!;gN v Enter Y or N to indicate whether or not your activity is in YIN

Type Y’ next to
any that apply

any of the following locations:

CDBG strategy area

Local target area
Presidentially declared major disaster area

Historic preservation area

Brownfield redevelopment area

Conversion from non-residential to residential use
Colonia [The COLONIA field is displayed only if the
activity is located in Arizona, California, New Mexico,
or Texas]

IDIS defaults all fields to “N” if an answer is not entered.
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DATA FIELD REQ’D DESCRIPTION VALID
ENTRIES

FAITH-BASED
ORGANIZATION | v
Will this activity

Enter Y or N to indicate whether or not activity carried out YIN

by faith-based organization.

be carried out by a IDIS defaults the field to “N” if an answer is not entered.
faith-based

organization

(YIN)?

F1=HELP Position cursor on the field where Help is needed. Press

<F1> Help for the detail description of special
characteristics.

Fr=PREV Press to go to the previous screen. From the SPECIAL
CHARACTERISTIC screen, the previous screen is the
ACTIVITY SETUP OBJECTIVE AND OUTCOME screen.
Entries will not be saved.

F8=NEXT

Press to go to the next screen. From the SET UP
ACTIVITY: SPECIAL CHARACTERISTICS screen, the
next screen is the SETUP RENTAL ACTIVITY screen.
Entries will be saved.

Press <Enter> to go to the SETUP RENTAL ACTIVITY screen.
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SET UP RENTAL ACTIVITY HRO1

Grantee Activity ID  XXXXXXXXXXXXXXXXXX IDIS Activity ID zzzzzz9

Activity Name

ACTIVITY TYPE

PROPERTY ADDRESS
Street

City

County Code

ACTIVITY ESTIMATES

.9,0.9,0,0.9,9,0,9.0,0,0.9,0,0.9,0,0.9,0,0,9.0,0,0.0,0,0.9,0,0.9,0,0,0.0,0,0.0,¢

1 Rehab Only 4 Acquisition & Rehab
2 New Construction Only 5 Acquisition & New
3 Acquisition Only Construction
St Zip -
99999
HOME Units HOME Cost

MULTI-ADDRESS (Y/N)? _

LOAN GUARANTEE(Y/N)? _

CHDO ACTIVITY (Y/N)? N

F1=HELP F3=VALDT F4=MAIN MENU F5=PROJECT INFO F7=PREV F8=NEXT F9=SAVE

How To Fill-In the SET
UP RENTAL ACTIVITY
Screen:

Where indicated, type in the answers to the questions. If the information
does not completely fill the field press <Tab> to go to the next field.

After entering the information in the fields on this screen, press <Enter>
to save the information and go to the next screen.

DATAFIELD | REQ’D DESCRIPTION VALID
ENTRIES

Grantee Activity Carried forward from the Setup Activity Screen Protected field
ID (CO4MAO01).

IDIS Activity Carried forward from the Setup Activity Screen Protected field
ID (COAMAOL).
Activity Name Carried forward from the Setup Activity Screen Protected field

(COAMAOL).

ACTIVITY v Enter 1 —Rehab Only. 12345
TYPE A HOME-assisted rehabilitation activity that does not

include acquisition of real property.
Enter 2 — New Construction Only.

An activity that involves the addition of units outside the
existing walls of the structure and the construction of new
residential units.

Enter 3 — Acquisition Only.

Acquisition of a structure that received a certificate of
occupancy at least 13 months before acquisition that did not
require rehabilitation.

Enter 4 — Acquisition & Rehab.
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A HOME-assisted rehabilitation activity that includes the
acquisition of real property.

Enter 5 — Acquisition & New Construction.

An activity that included the acquisition of real property.
This includes acquisition of a structure that has received an
initial certificate of occupancy within a one year period prior
to acquisition.

PROPERTY
ADDRESS
Street, City, ST,
Zip

Displayed from information entered in the common path
screen (CO4MAOQ1). The property address can be changed by
the user on this screen.

County Code Enter county code. If you do not know the county code, a
list of all county codes in the Participating Jurisdiction’s
State will be listed by pressing <F1> for the Help screen.
Enter the code for the county where the HOME-Assisted
property is located.
ACTIVITY Enter the estimated number of units that are expected to be
ESTIMATES completed and that will receive HOME assistance.
HOME Units
ACTIVITY Enter the total amount of HOME funds requested for the
ESTIMATES activity.
HOME Cost
MULTI- Enter N if there is one property address for the activity or
ADDRESS <Tab> to next field and the system will automatically
(YIN)? populate the field as N.
Enter Y, if there is more than one property or building
address for the activity.
See the Multi-Address section if you want to set up and
complete a multi-address activity.
NOTE: Each apartment unit is not considered to be a
separate address.
LOAN Enter Y if the property has a loan guarantee and enter N if
GUARANTEE not or <Tab> to next field and the system will automatically
(YIN)? populate the field as N.
CHDO The answer entered on the CHDO Questions screen will be
ACTIVITY displayed here and can be changed on this screen. A_change
(YIN)? from N to Y sends the user back to the CHDO Questions
' screen to answer the required CHDO questions.
Note: The CHDO ACTIVITY (Y/N)? question/field is not
displayed for Insular Areas.
F1=HELP The only help available from this screen is for the County

code field. Press to obtain a list of counties. Select the
county where the HOME-Assisted property is located.
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Press to go to the previous screen. From the Rental Set Up

F7=PREV
screen, the previous screen is the Set Up Activity: Special
Characteristics Screen. Entries will not be saved.
F8=NEXT Press to go to the next screen. From the Rental Set Up

screen, the next screen is the Set Up Rental Activity:
Property Owner screen. Entries will be saved.

Press <Enter> to go to the Complete Rental Activity: Property Owner screen.
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SET UP RENTAL ACTIVITY: PROPERTY OWNER

Grantee Activity ID

Activity Name
Activity Address

PROPERTY OWNED BY

OWNER”S NAME

OWNER”S ADDRESS

Street
City

F3=VALDT F4=MAIN

HRO2
XXX XKHXX KX XXX XXX IDIS Activity ID zzzzzz9
XXXXHKXXKXHKXKXXKXHKKXKXHXKXK XX KX XX KX KXXXX

XXXXHXXXKXHKXHKKXKXHXKIHK XX KIHK KX XK KXHX KX K XK KX XX XXX KXXXX

1 Individual 4 Not-for-Profit
2 Partnership 5 Publicly Owned
3 Corporation 9 Other

Enter only if different from PROPERTY ADDRESS

St Zip

MENU F5=PROJECT INFO F7=PREV F8=NEXT FO=SAVE

How To Fill-In the SET
UP RENTAL ACTIVITY
PROPERTY OWNER
Screen:

As indicated, type in the answers to questions. If the information does
not completely fill the field, press <Tab> to go to the next field.

After entering the information in the fields on this screen, press <Enter>
to save the information and go to the next screen.

DATAFIELD | REQ’D DESCRIPTION VALID
ENTRIES
Grantee Activity Carried forward from the Setup Activity Screen Protected field
ID (CO4AMAO0L).
IDIS Activity Carried forward from the Setup Activity Screen Protected field
ID (CO4MAO01).
Activity Name Carried forward from the Setup Activity Screen Protected field
(CO4MAD01).
Activity Carried forward from the Setup Activity Screen Protected field
Address (COAMAO01L).
PROPERTY v i ; indivi 1,2,3,4,5,6
OWNED BY Enter 1 !f the property !s owned by an |nd|V|du.aI
Enter 2 — if the property is owned by a partnership
Enter 3 — if the property is owned by a corporation
Enter 4 — if the property is owned by a not-for-profit
Enter 5 — if the property is publicly owned
Enter 6 — if the property is owned by another type of
organization
OWNER’S v Enter the property owner’s name.
NAME
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DATA FIELD | REQ’D DESCRIPTION VALID
ENTRIES
OWNER’S Enter the property owner’s address if different from the
ADDRESS v property address entered on the Set Up Rental Activity
Street, City, Zip screen or press <Enter> and IDIS will populate this field
with the information from the Set Up Rental Activity Screen.
F7=PREV Press to go to the previous screen. From the Set Up Rental
Activity: Property Owner screen, the previous screen is the
Set Up Rental Activity screen. Entries will not be saved.
F8=NEXT

Press to go to the next screen. From the Set Up Rental
Activity: Property Owner screen, the next screen is the
HOME Menu. Entries will be saved.

Press <Enter> to go to the HOME Menu.
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9.5 Next Steps — After the HOME Rental Activity is Set Up:

After setting up the HOME Rental Activity, the user can review the Activity Status, fund, and
draw funds by performing the appropriate steps as follows:

e Press <Enter> to return to HOME Menu
e Select <F> Review Activity Status to check set up information

Or

Press <F4> to go to the Main Menu
To Fund the activity, see Chapter 5
To Draw funds, see Chapter 7
Return to the HOME Menu

Complete the activity by selecting H at the HOME Menu for the Complete Rental Activity
screens

e Return to the common path screen (MAO04) to change the status code to Complete

Note: Checking to make sure that the set up information is complete on the Review Activity
Status Screen confirms that the activity is in the condition to be able to be funded and drawn in
IDIS.
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9.6 Complete Rental Activity

Information must be entered into all required fields in order to complete a HOME activity. Press
<F3>, <F9> or <Enter> to view the required fields in red.

F3=VALDT

ACTIVITY TYPE

PROPERTY TYPE

YES OR NO (Y/N)

COMPLETED UNITS

COMPLETE RENTAL ACTIVITY HRO3

Grantee Activity ID  XXXXXXXXXXXXXXXXXX IDIS Activity ID zzzzzz9
Activity Name
Activity Address

0.9,0.9,9,0.9,0,0.9.9,0.9.9,0.0.9,0.0.9,.9,.0.9.0,0.9.9,0.0.9,0.6.0,0.6.9.9,0,0.0,¢
),0,0.9,0,0.9,9,0.9,0,0,0.0,0,0.9,0,0.9,0,0,0.0,0,0.9,0,0.9,0,0.9,0,0,0,0,0,0.9,0,0.9,0,0.0,0,0,0,0,0,¢

1 Rehab Only 4 Acquisition & Rehab
2 New Construction Only 5 Acquisition & New

3 Acquisition Only Construction

1 Condominium 4 Apartment

2 Cooperative 5 Other

3 SRO

FHA insured? _ Mixed use? _ Mixed income? _

Total number
HOME-assisted

FA=MAIN MENU F5=PROJ INFO F7=PREV F8=NEXT F9=SAVE

How to Fill-In the

COMPLETE RENTAL

ACTIVITY Screen:

Where indicated, type in the answers to questions. If the information
does not completely fill the field, press <Tab> to go to the next field.

After entering the information in the fields on this screen, press <Enter>
to save the information and go to the next screen.

Note: If the field requires a yes or no answer and the user presses
<Tab> to pass the field without entering a Y or N, IDIS will automatically
insert an N answer when the information is saved.

DATAFIELD | REQ’D DESCRIPTION VALID
ENTRIES
Grantee Activity Carried forward from the Setup Activity Screen Protected field
ID (CO4AMAO01L).
IDIS Activity Carried forward from the Setup Activity Screen Protected field
ID (CO4AMAO0L).
Activity Name Carried forward from the Setup Activity Screen Protected field
(CO4AMAO0L).
Activity Carried forward from the Setup Activity Screen Protected field
Address (C04MAO01) or from the change made on the Set Up Rental
Activity screen.
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DATAFIELD | REQ’D DESCRIPTION VALID
ENTRIES
ACTIVITY v The Activity Type is displayed and can be changed on this 1,2,3,4,0r5
TYPE screen.
1 Rehab Only
2 New Construction Only
3 Acquisition Only
4 Acquisition & Rehab
5 Acquisition & New Construction
PROPERTY v Indicate the type of property assisted: 1,2,3,4,0r5
TYPE 1 Condominium
2 Cooperative
3 SRO (Single Room Occupancy)
4 Apartment
5 Other (None of the above types of property)
YES OR NO Enter Y if the property also is insured by FHA or N if not. YorN
(Y/N) Or <Tab> through the field and IDIS will enter an N answer
FHA insured? to this question
YES OR NO Enter Y for an activity that is designated in part for uses YorN
(Y/N) other than residential but where residential living space
Mixed use? constitutes at least 51 percent of the space. Enter N if the
activity is not a mixed-use activity. Or <Tab> through the
field and IDIS will enter an N answer to this question.
YES ORNO Enter Y where less than 100 percent of the activity’s housing YorN
l(\/IYllxl\elzzj income? units qualify as affordable housing as defined in the HOME
' regulations. Enter N if the activity is not a mixed-income
activity. Or <Tab> through the field and IDIS will enter an
“N” answer to this question.
Sﬁll\f'l_;LETED v The total number of completed units entered at set up in the ghr:rjg(]:(teglrz
Total number building is displayed and can be changed here.
Sﬁll\f'l_;LETED y The number of HOME-assisted units entered at set up in the ghr:;;:‘:g'rz
HOME-assisted building is displayed and can be changed here.
F7=PREV Press to go to the previous screen. From the Complete
Rental Activity screen, the previous screen is the HOME
Menu. Entries will not be saved.
F8=NEXT

Press to go to the next screen. From the Complete Rental
Activity screen, the next screen is the Complete Rental
Activity: Units screen. Entries will be saved.

Press <Enter> to go to the Complete Rental Activity: Units screen.
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Grantee Activity ID

Activity Name

Activity Address

COMPLETED UNITS

OF THE UNITS COMPLETED, THE NUMBER:

Of those, the number for the chronically homeless:

F3=VALDT

F4=MAIN MENU

Designated for persons with HIV/AIDS:
Of those, the number for the chronically homeless:

COMPLETE RENTAL ACTIVITY: UNITS

HRO3-A

IDIS Activity ID

Total HOME-Assisted

Meeting Energy Star standards:

HOME-

TOTAL ASSISTED

Section 504 accessible:

Designated for the homeless:

F5=PROJ INFO F7=PREV F8=NEXT

FO=SAVE

How to Fill-In the

COMPLETE RENTAL

ACTIVITY: Units

Where indicated, type in the answers to questions. If the information
does not completely fill the field, press <Tab> to go to the next field.

After entering the information in the fields on this screen, press <Enter>

Screen: to save the information and go to the next screen.
Note: If the user presses <Tab> to pass the field without entering , IDIS
will automatically insert 0 when the information is saved.

DATAFIELD | REQ’D DESCRIPTION VALID

ENTRIES

Grantee Activity Carried forward from the Setup Activity Screen Protected field

ID (C0O4MAD01).

IDIS Activity Carried forward from the Setup Activity Screen Protected field

ID (C0O4MAD01).

Activity Name

Carried forward from the Setup Activity Screen
(CO4MAO01).

Protected field

Activity Carried forward from the Setup Activity Screen Protected field
Address (C04MAO01) or changes made on the Set Up Rental Activity

screen.
COMPLETED Populated and displayed from the Complete Rental Activity | Protected field
UNITS Screen.
Total
COMPLETED Populated and displayed from the Complete Rental Activity | Protected field
UNITS Screen.

HOME-Assisted
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DATA FIELD

REQ'D

DESCRIPTION

VALID
ENTRIES

OF THE UNITS
COMPLETED,
THE NUMBER:
Meeting Energy
Star standards:
TOTAL

Enter the total number of completed units that meet Energy
Star standards.

4 numeric
characters

OF THE UNITS
COMPLETED,
THE NUMBER:
Meeting Energy
Star standards:
HOME-
ASSISTED

Enter the total number of completed HOME-Assisted units
that meet Energy Star standards. It must be less than or
equal to the number of HOME-assisted units. The default
number for Meeting Energy Star standards is 0. It must be
less than or equal to the total completed units.

4 numeric
characters

OF THE UNITS
COMPLETED,
THE NUMBER:
Section 504—
accessible:
TOTAL

Enter the total number of completed units that are Section
504-accessible. The number must be less than or equal to
the number of total completed units. The default number is
0.

4 numeric
characters

OF THE UNITS
COMPLETED,
THE NUMBER:
Designated for
persons with
HIV/AIDS:
TOTAL

Enter the total number of completed units that are designated
for persons with HIV/AIDS

4 numeric
characters

OF THE UNITS
COMPLETED,
THE NUMBER:
Designated for
persons with
HIV/AIDS:
HOME-
ASSISTED

Enter the total number of completed HOME-Assisted units
that are designated for persons with HIV/AIDS.

4 numeric
characters

OF THE UNITS
COMPLETED,
THE NUMBER:
Designated for
persons with
HIV/AIDS:

Of those, the
number for the
chronically
homeless:
TOTAL

Enter the total number of completed units for the chronically
homeless in units designated for persons with HIV/AIDS.

4 numeric
characters

OF THE UNITS
COMPLETED,
THE NUMBER:
Designated for
persons with
HIV/AIDS:

Of those, the

Enter the total number of completed HOME-Assisted units
for the chronically homeless in units designated for persons
with HIV/AIDS.

4 numeric
characters
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DATA FIELD

REQ'D

DESCRIPTION

VALID
ENTRIES

number for the
chronically
homeless:
HOME-
ASSISTED

OF THE UNITS
COMPLETED,
THE NUMBER:
Designated for
the homeless:
TOTAL

Report the total number of completed units designated for the
homeless.

4 numeric
characters

OF THE UNITS
COMPLETED,
THE NUMBER:
Designated for
the homeless:
HOME-
ASSISTED

Report the total number of completed HOME-assisted units
designated for the homeless.

4 numeric
characters

OF THE
COMPLETED
UNITS, THE
NUMBER:
Designated for
the homeless:
Of those, the
number for the
chronically
homeless:
TOTAL

Report the total number of completed units for the homeless
designated for the chronically homeless.

4 numeric
characters

OF THE
COMPLETED
UNITS, THE
NUMBER:
Designated for
the homeless:
Of those, the
number for the

Report the number of HOME-assisted units for the
chronically homeless in units designated for the homeless.

4 numeric
characters

chronically

homeless:

HOME-

ASSISTED

Fr=PREV Press to go to the previous screen. From the Complete
Rental Activity: Units screen, the previous screen is the
Complete Rental Activity screen. Entries will not be saved.

F8=NEXT

Press to go to the next screen. From the Complete Rental
Activity: Units screen, the next screen is the Complete
Rental Activity: Period of Affordability screen. Entries will
be saved.

Press <Enter> to go to the Complete Rental Activity: Period of Affordability screen.
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COMPLETE RENTAL ACTIVITY: PERIOD OF AFFORDABILITY HRO3-B

Grantee Activity ID IDIS Activity ID
Activity Name
Activity Address

PERIOD OF IT you are imposing a period of affordability that is
AFFORDABILITY longer than the regulatory minimum, enter the total
years (HOME minimum + additional) of affordability.

PJ-imposed period of affordability: _ years

F1=HELP F3=VALDT F4=MAIN MENU F5=PROJ INFo F7=PREV F8=NEXT F9=SAVE

How to Fill-In the Where indicated, type in the answers to questions. If the information
COMPLETE RENTAL does not completely fill the field, press <Tab> to go to the next field.

ACTIVITY: PERIOD OF After entering the information in the fields on this screen, press <Enter>
AFFORDABILITY to save the information and go to the next screen.

Screen: Note: If you do not enter number of units, IDIS will populate the field
with zero when the information is saved.
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DATA FIELD REQ’D DESCRIPTION VALID
ENTRIES
Grantee Activity Carried forward from the Setup Activity Screen Protected field
ID (CO4MADOL).
IDIS Activity Carried forward from the Setup Activity Screen Protected field
ID (CO4MADOL).

Activity Name

Carried forward from the Setup Activity Screen
(CO4MADOL).

Protected field

Activity address

Displayed from information entered in setup.

Protected field

PERIOD OF

AFFORDABILITY:

PJ-imposed period
of affordability

Enter the number of years of the PJ-imposed period of
affordability only if the number of years is longer than the
regulatory minimum. If in perpetuity, enter 99.

2 Numeric
characters

F1=HELP

Position cursor on the PJ-imposed period of affordability
field. Press <F1> Help for information on what to enter in
the Period of Affordability: Years field.

F7=PREV

Press to go to the previous screen. From the COMPLETE
RENTAL ACTIVITY: PERIOD OF AFFORDABILITY
screen, the previous screen is the COMPLETE RENTAL
ACTIVITY: UNITS screen. Entries will not be saved.

F8=NEXT

Press to go to the next screen. From the COMPLETE
RENTAL ACTIVITY: PERIOD OF AFFORDABILITY
screen, the next screen is the COMPLETE RENTAL
ACTIVITY: COSTS screen. Entries will be saved.

Press <Enter> to display the COMPLETE RENTAL ACTIVITY: COSTS screen
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COMPLETE RENTAL ACTIVITY: COSTS HRO4
Grantee Activity ID  XXOOXXXXXXXXXXXXXX IDIS Activity ID zzzzzz9
Activity Name KXXHKRKXXKKIHKKIHKKIIHKIIXHKKIXHXKIIXHXKXXXKXXXX
Activity Address XXKHKKXHKKKXKIKKXKKKXKKKXKIKKXKKKXKKKXKKKXXKKX XK KX X XXX X
Totals
1. HOME FUNDS Amortized Loan
(Including PI) Grant
Deferred Payment Loan
Other 99,999,999.99
2. PUBLIC FUNDS Other Federal Funds
State/Local Funds
Tax-Exempt Bond Proceeds 99,999,999.99
3. PRIVATE FUNDS Private Loans
Owner Cash Contributions
Private Grants 99,999,999.99
4_ LOW INCOME HOUSING TAX CREDIT PROCEEDS 99,999,999.99
HOME Funds Disbursed 99,999,999.99 Activity Total 99,999,999.99

To display alternate costs screen, press <F15>.
F3=VALDT F4=MAIN MENU F5=PR0OJ INFO F7=PREV F8=NEXT F9=SAVE F15=ALT

How To Fill-In the As indicated, type in the amount of funds in dollars and cents. If the
COMPLETE RENTAL information does not completely fill the field, press <Tab> to go to the

next field.

ACTIVITY: COSTS

screen: After entering the information in the fields on this screen, press <Enter>
to save the information and go to the next screen.

Note: If you do not enter decimal points and cents, IDIS will populate
the field with the whole dollar amount entered and .00 when the
information is saved, but the Total HOME Funds must match the HOME
Funds Disbursed — to the penny.

Note: An amount is to be entered in PUBLIC FUNDS, PRIVATE FUNDS, or LOW
INCOME HOUSING TAX CREDIT PROCEEDS before being able to change status to
complete.
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DATAFIELD | REQ’D DESCRIPTION VALID
ENTRIES

Grantee Activity Carried forward from the Setup Activity Screen Protected field
ID (COAMAOL).

IDIS Activity Carried forward from the Setup Activity Screen Protected field
ID (COAMAOL).

Activity Name Carried forward from the Setup Activity Screen Protected field
(COAMAOL).

Activity Address Carried forward from the Setup Activity Screen Protected field

(C04MADO01) or from the change made on the Setup Rental
Activity screen.

1. HOME Enter the amount of HOME funds provided in the form of an Up 10 99,999,999.99
FUNDS amortized or direct loan.
(Including PI)
Amortized Loan
1. HOME Enter the amount of HOME funds provided that do not have | Up to 99,999,999.99
FUNDS any repayment requirements. A grant may be used to reduce
(Including P1) the principal amount borrowed, a principal reduction
Grant payment, or the effective interest rate (an interest subsidy
payment) on a privately originated loan.
1. HOME Enter the amount of HOME funds provided through loans Up to 99,999,999.99
FUNDS where payment of principal and interest is deferred until a
(Including P1) future time. A deferred payment loan is also called a
Deferred conditional grant (e.g., repayment is required when the

property is sold, or is forgiven if the owner does not sell the
property for a specified number of years or repayment of
principal and interest starts after the bank loan is repaid).

Payment Loan

1. HOME Enter the total amount of HOME funds provided for subsidy Up t0 99,999,999.99
FUNDS funding that is other than the type of loan/grant assistance

(Including P1) identified above.

Other

2. PUBLIC Enter the total amount of other federal funds expended Up 10 99,999,999.99
FUNDS excluding HOME funds.

Other Federal

Funds

2. PUBLIC Enter the total amount of any State or Local government Up t0 99,999,999.99
FUNDS appropriated funds expended on the activity.

State/Local

Funds

2. PUBLIC Enter the total amount of any State or Local government tax | UP 10 99,999,999.99
FUNDS exempt bond proceeds expended on the activity.

Tax Exempt

Bond Proceeds

3. PRIVATE Enter the amount of all of the costs that have been paid with Up 10 99,999,999.99
FUNDS funds obtained from private financial institutions, such as

Private Loans banks, savings and loans and credit unions.
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DATAFIELD | REQ’D DESCRIPTION VALID
ENTRIES
3. PRIVATE Enter the amount of all cash contributions provided by the Up t0 99,999,999.99
FUNDS property owner.
Owner Cash
Contributions
3. PRIVATE Enter the amount of cash contributions provided by private Up 10 99,999,999.99
FUNDS organizations, foundations, donors, etc.
Private Grants
4. LOW Enter the total amount of syndicated low income housing tax Up t0 99,999,999.99
INCOME credit proceeds provided to finance the activity.
HOUSING TAX
CREDIT
PROCEEDS
HOME Funds IDIS displays the actual funds drawn. The HOME Funds Protected field
Disbursed Disbursed is provided on this screen so that the user can see
the funds to be entered as amortized loans, grants, deferred
payment loans, or other.
TOTALS IDIS calculates and displays the totals for HOME Funds,
Public Funds, Private Funds, and Low-Income Housing Tax
Credit Proceeds (Sections 1-4) that make up the Activity
Total.
Activity Total Total of the amounts entered in Sections 1 — 4 as calculated Protected field
by IDIS.
F7=PREV Press to go to the previous screen. From the Complete
Rental Activity Costs screen, the previous screen is the
Complete Rental Activity screen (HR03). Entries will not be
saved.
F8=NEXT Press to go to the next screen. From the complete Rental
Activity: Costs screen, the next screen is the Complete
Rental Activity: Beneficiaries screen. Entries will be saved.
F15=ALT Press to go to an alternate version of the Complete Rental
. Activity: Costs Screen. This key can be used to toggle
(Shift-F5) between the different versions of the costs screens. The

same cost data will be shown on both versions. The last
version displayed to the user will be presented when the user
next visits the screen for that activity.

Press <Enter> to display the Complete Rental Activity: Beneficiaries screen.
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COMPLETE RENTAL ACTIVITY: COSTS HRO5
Grantee Activity ID  XXXXXXXXXXXXXXXXXX IDIS Activity ID zzzzzz9
Activity Name XXXHXKXKKKXKKKXKKKX KK KX KK KX X KIKXXKXXX KX XXX
Activity Address XXXHKKXXHKKIXKKIXKKIXKKIXHKKI XK KX X HKKXXKKXXHKKXXHXKXXXKXX
Source Form of * Source Codes
of Funds Assistance Amount 1 HOME funds (including PI)
o _ 4 Other federal funds
o _ 5 State/local funds
o _ 6 Tax-exempt bond proceeds
L . 7 Private loans
. _ 8 Owner cash contributions
- _ 9 Private grants
o _ 10 Low income tax credit
. * Forms of HOME Assistance
Activity Total 99,999,999.99 1 Amortized loan
2 Grant
Total HOME funds 99,999,999.99 3 Deferred payment loan
HOME funds disbursed 99,999,999.99 5 Other

To display alternate costs screen, press <F15>.
F3=VALDT F4=MAIN MENU F5=PR0OJ INFO F7=PREV F8=NEXT F9=SAVE F15=ALT

How To Fill-In the This screen is provided as an alternate to the previously described
COMPLETE RENTAL Rental Activity Costs screen. Costs can be reported by entering Source
ACTIVITY: COSTS and Forms of Assistance Codes. The explanation of the fields is the

same.
Alternate Screen:

After entering the information in the fields on this screen, press <Enter>
to save the information and go to the next screen.

Rental Activity Costs will be shown on both versions of the screen and
can be changed on either version of the screen.

Note: The version of the Costs screen last used will be presented the next time the
activity is visited.

Chapter last updated: June 23, 2006 — Content revised for IDIS Version 10.0.0 (June 23, 2006) Page 9-32




CPD-IDIS Reference Manual

DATAFIELD | REQ’D DESCRIPTION VALID
ENTRIES
Grantee Activity Carried forward from the Setup Activity Screen Protected field
ID (CO4AMAO01L).
IDIS Activity Carried forward from the Setup Activity Screen Protected field
ID (CO4AMAO0L).
Activity Name Carried forward from the Setup Activity Screen Protected field
(CO4AMAO0L).
Activity Carried forward from the Setup Activity Screen Protected field
Address (C04MAO01) or as changed on the Set Up Activity: Rental
screen.
Source of Funds | v Enter the appropriate source of funds code shown on the 1,4-10
right hand side of the screen
Form of v Enter the appropriate code for the form of HOME assistance | 1, 2, 3,5
Assistance shown on the right hand side of the screen
Amount v Enter the amount of funds appropriate for the entered Source | Up to 99,999,999.99
of Funds/Form of Assistance codes
Activity Total Total of the amounts entered on the screen as calculated by Protected field
IDIS.
Total HOME Total of the amounts entered with Source of Funds = 1 Protected field
Funds (HOME Funds) calculated and displayed by IDIS.
HOME Funds IDIS displays the actual funds drawn. The HOME Funds Protected field
Disbursed Disbursed is provided on this screen so that the user can see
the funds to be entered as amortized loans, grants, deferred
payment loans or other. The HOME Funds entered must
exactly match the HOME Funds disbursed.
F7=PREV Press to go to the previous screen. From the Complete
Rental Activity: Costs screen, the previous screen is the
Complete Rental Activity screen. Entries will not be saved.
F8=NEXT Press to go to the next screen. From the complete Rental
Activity: Costs screen, the next screen is the Complete
Rental Activity: Beneficiaries screen. Entries will be saved.
F15=ALT Press to go to an alternate version of the Complete Rental
i Activity: Costs Screen. This key can be used to toggle
(Shift-F5) between the different versions of the costs screens. The

same cost data will be shown on both versions. The last
version displayed will be presented when the user next visits
the screen for that activity.

Press <Enter> to display the Complete Rental Activity: Beneficiaries screen.
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COMPLETE RENTAL ACTIVITY: BENEFICIARIES HRO6
Grantee Activity ID  XXXXXXXXXXXXXXXXXX IDIS Activity ID zzzzzz9
Activity Name XXXXXHHKKHKKIIXIXHHKKKIXXXHHKKKKIIXIX XX KKKXXXXX
Activity Address XOXXHHKHKKIIIIHKHKKKIIIXHHKKKIIIXHKHKHKKIIII KK KKK XXX XX HKKKXX
# of Occu- Total ~  ————-————- HOUSEHOLD----—----- Asst
Unit# Bdrms pant Monthly Rent %Med Hisp? Race Size Type Type
More units at this address (Y/N)? _ Unit Count of

FOR VACANT UNITS: Enter Unit# and # of Bdrms. Change Occupant to 9.
F1=HELP F3=VLDT F4=MENU F7=PREV F8=NEXT F9=SAVE F17=UP F18=DOWN

How To Fill-In the Fill in one line for each unit assisted with HOME funds and enter one
COMPLETE RENTAL code in each block. Press <F1> Help for a list of choices and codes to
enter. For an unoccupied unit, enter unit number, number of bedrooms

ACTIVITY: and occupancy as 9 vacant. The cursor will then go to the next line to
BENEFICIARIES enter information on the next unit.
screen:

Where indicated, type in the codes and enter the rent amount. If the
information does not completely fill the field, press <Tab> to go to the
next field.

After entering the information in the fields on this screen, press <Enter>
to save the information and go to the HOME Menu.
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DATA FIELD | REQ’D DESCRIPTION VALID
ENTRIES
Grantee Activity Carried forward from the Setup Activity Screen Protected field
ID (CO4AMAO01L).
IDIS Activity Carried forward from the Setup Activity Screen Protected field
ID (CO4AMAO0L).
Activity Name Carried forward from the Setup Activity Screen Protected field
(CO4AMAO0L).
Activity Carried forward from the Setup Activity Screen Protected field
Address (C04MAO01) or as changed on the Set Up Rental Activity
screen.
Unit # v Enter the unit number of each unit assisted with HOME 5 alphanumeric
funds.
# of Bdrms v Enter 0 for a single room occupancy (SRO) unit or for an 0-5
efficiency unit, 1 for 1 bedroom, 2 for 2 bedrooms, etc.
Occupant v Enter 1 if the unit is occupied by a tenant, 2 if it is occupied | 1,2,9
by a homeowner, or 9 if it is vacant.
Total Monthly v Enter the total monthly rent (tenant contribution plus subsidy | 0-99999
Rent amount). Tenant Contribution: The actual rent to the nearest
dollar including utilities. If the rent includes utilities, or if
the rent includes partial utilities, e.g., heat, but not electricity,
these utility costs must be added to the rent. Compute utility
costs for the area (and in the case of partial utilities, compute
costs for utilities excluded from the rent), by using the utility
allowance schedule provided by the local Public Housing
Authority. Subsidy Amount: The amount that the tenant
receives as a rent subsidy payment (including any utility
allowances paid directly to the tenant) to the nearest dollar.
If a tenant does not receive a tenant subsidy payment, the
amount would be zero.
HOUSEHOLD v For each occupied residential unit, enter one code based on 1-4
% Med the following definitions:

1. 0-30 Percent of Area Median means a household
whose adjusted income is at or below 30 percent of
the median family income for the area as
determined by HUD with adjustments for smaller
and larger families.

2. 30-50 Percent of Area Median means a household
whose adjusted income exceeds 30 percent and does
not exceed 50 percent of the median family income
for the area as determined by HUD with
adjustments for smaller and larger families.

3. 50-60 Percent of Area Median means a household
whose adjusted income exceeds 50 percent and does
not exceed 60 percent of the median family income
for the area as determined by HUD with
adjustments for smaller and larger families.

4, 60-80 Percent of Area Median means a household
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DATA FIELD

REQ'D

DESCRIPTION

VALID
ENTRIES

whose adjusted income exceeds 60 percent and does
not exceed 80 percent of the median family income
for the as determined by HUD with adjustments for
smaller and larger families.

HOUSEHOLD
Hisp?

For each occupied residential unit, enter the ethnicity for the
head of household as either Y for Hispanic or Latino or N for
Not Hispanic or Latino. Hispanic or Latino race is defined
as a person of Cuban, Mexican, Puerto Rican, South or
Central American, other Spanish culture or origin, regardless
of race. The term, “Spanish origin,” can be used in addition
to “Hispanic of Latino.”

HOUSEHOLD
Race

For each occupied residential unit, enter one code based on
the following definitions:

11. White. A person having origins in any of the
original peoples of Europe, North Africa or the
Middle East.

12. Black/African American. A person having origins
in any of the black racial groups of Africa. Terms
such as “Haitian” or “Negro” can be used in
addition to “Black or African American.”

13. Asian. A person having origins in any of the
original peoples of the Far East, Southeast Asia, or
the Indian subcontinent including, for example,
Cambodia, China India, Japan, Korea, Malaysia,
Pakistan, the Philippine Islands, Thailand and
Vietnam.

14. American Indian/Alaska Native. A person having
origins in any of the original peoples of North and
South America (including Central America), and
who maintains  affiliation or  community
attachment.

15. Native Hawaiian/Other Pacific Islander. A person
having origins in any of the original people of
Hawaii, Guam, Samoa or other Pacific Islands.

16. American Indian/Alaska Native & White. A
person having these multiple race heritages as
defined above.

17. Asian & White. A person having these multiple
race heritages as defined above.

18. Black/African American & White. A person
having these multiple race heritages as defined
above.

19. American Indian/Alaska Native & Black/African
American. A person having these multiple race
heritages as defined above.

20. Other Multi Racial. For reporting individual
responses that are not included in any of the other
categories listed above.

11-20

HOUSEHOLD
Size

Enter the appropriate number of persons in the
household: 1, 2, 3, 4, 5, 6, 7, or 8 or more persons
(for households or more than 8, enter 8).

1-8
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DATA FIELD | REQ’D DESCRIPTION VALID
ENTRIES
HOUSEHOLD v For ea}ch res_id_e_ntial unit, enter one code based on the | 1-5
following definitions:
Type 1. Single, non-elderly.  One-person household in
which the person is not elderly.
2. Elderly. One or two person household with a
person at least 62 years of age.
3. Single Parent. A single parent household with a
dependent child or children (18 years old or
younger).
4. Two Parents. A two-parent household with a
dependent child or children (18 years old or
younger).
5. Other. Any household not included in the above 4
definitions, including two or more unrelated
individuals.
Asst Type v Enter one code to indicate the type of assistance, if any, | 1-4

being provided to the tenant.

1. Section 8. Tenants receiving Section 8 assistance
through the Section 8 Certificate Program under 24
CFR part 882 or the Section 8 Housing Voucher
Program under 24 CFR part 887.

2. HOME TBRA. Tenants receiving HOME tenant-
based rental assistance.

3. Other federal, state, or local assistance. Tenants
receiving rental assistance through other Federal,
State or local rental assistance programs.

4. No Assistance. Self-explanatory.

More units at
this address?

(YIN)

To obtain more lines to report additional units and tenants,
enter Y and press <Enter>.

Note: IDIS will provide the same number of lines as the
number of completed HOME units entered on the Complete
Rental Activity screen. Unit #, # of Bdrms, and Occupant
information is to be reported for the total number of HOME-
assisted units in order to be able to change the status to
“Complete” in the common path. IDIS will accept the entry
of “9” for vacant units, but it is expected that the actual
household information will be entered within a year.
Entering the household information in a timely manner will
have a positive affect on the Snapshot of HOME
Performance report.

Unit Count _ of

IDIS displays the number of units where beneficiary
information has been entered and the number of units — from
the HOME-assisted Completed Units field on the Complete
Rental Activity screen — where information must be entered
in order to complete the activity.

F1=HELP

Position cursor on the field where Help is needed. Press
<F1> Help for a list of choices and codes to enter. Help is
available for the Occupant, Household, and Asst Type fields.
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DATAFIELD | REQ’D DESCRIPTION VALID
ENTRIES

F7=PREV Press to go to the previous screen. From the Beneficiaries
screen, the previous screen is the Complete Rental Activity
Costs screen. Entries will not be saved.

F8=NEXT Press to go to the next screen. From the Complete Rental
Activities Beneficiaries screen, the next screen is the HOME
Menu. Entries will be saved.

ENTER After entering the information in the fields on this screen,
press <Enter> to save the information and go to the HOME
Menu.

Press <Enter> to go to the HOME Menu.

Note: The last step is to return to the common path Set Up Activity screen to change the status code to “Complete.”
Before doing this, check to make sure that the activity is in the condition to complete by going to Review Activity
Status from the HOME menu. See Section 9.3.
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9.7 Deletion of HOME Completion Screen Information

HOME completion screen information is deleted when the Tenure Type of the activity is
changed at the HOME Menu or the response to the Multi Address questions is changed from
Y to N.

If completion data has already been entered, IDIS will prompt the user to confirm the

deletion. Press <F7> to retain the original completion screen information or re-enter the
original Tenure Type and Y answer to the Multi Address question.
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9.8

Set Up and Complete Multi-Address Activity

For Multi-Address activities, select Rental, Homebuyer, or Homeowner Rehab as appropriate
from the HOME menu.

Enter the information required on the Set Up Activity: CHDO Questions, Objective and
Outcome, and Special Characteristics screens.

For Multi-Address Homebuyer and Homeowner Rehab activities, leave the Homebuyer’s
Name or Homeowner’s Name field blank on the Set Up Homebuyer Activity or Set Up
Homeowner Rehab Activity screen.

Note: The Multi-Address function is used for Single Family Development when
development costs (as property costs) are funded by HOME and/or the homebuyer is
provided with HOME Downpayment assistance or ADDI.

For Activities that have more than one property address, enter Y at the Multi-Address (Y/N)?
question on the Set Up screen. Note: The HOME Units field on the same screen must be 2
or more. Press <F3> to Validate, Press <F9> to Save, Press <Enter> to continue to next
screen.

Note: For Rental Activities, each apartment unit is not considered to be a separate address
for this function.

For Homebuyer activities, the homes are to be under common ownership, management, and
financing, and be assisted with HOME funds as a single undertaking. A PJ’s homebuyer
program is not considered to be a multi-address activity.

The next screen displayed will be one of the following dependent upon the Tenure Type
selected on the HOME Menu:

0 SETUPRENTAL ACTIVITY: DEVELOPER,
o SETUPHOMEBUYER ACTIVITY: DEVELOPER,
or
0o SET UP HOMEOWNER REHAB ACTIVITY: CONTRACTOR.
At CONTRACTOR TYPE or DEVELOPER TYPE, enter the applicable code from the list

types.
Enter the CONTRACTOR’S NAME or DEVELOPER’S NAME

Enter the CONTRACTOR’S Street, City, State, and Zip Code address.

Press <F3> to Validate, Press <F9> to Save, or Press <Enter> to save and continue to the
next screen.

The next screen displayed will be one of the following dependent upon the Tenure Type
selected on the HOME Menu:

0o COMPLETE HOMEOWNER REHAB ACTIVITY
0o COMPLETE HOMEBUYER ACTIVITY
0 COMPLETE RENTAL ACTIVITY
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The fields on these screens are the same as the Single Address activity screens. The only
difference is that the completed unit’s fields will allow entry of more than 4 Total Units and
HOME-assisted Units.

Press <F3> to Validate, Press <F9> to Save or Press <Enter> to save and continue.
The next screen displayed is the UNITS screen (HB03-A).

The next screen displayed is the PROPERTY ADDRESSES screen unless you chose
COMPLETE RENTAL ACTIVITY (HRO03). If you chose this option, the PERIOD OF
AFFORDABILITY (HRO03-B) screen is displayed and then the PROPERTY ADDRESSES
(ADRYS) screen is displayed.
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PROPERTY ADDRESSES ADRS

Grantee Activity ID  XXXXXXXXXXXXXXXXXX IDIS Activity ID zzzzzz9

Activity Name

,9,9,0,0,0,0.9.9,9,9,9,0,0,0,0.9.9.9,9,0,0,0,0,0.9.9.9,9,0,0,0,0,0,.0.9.9,0,0,0.¢

Enter X to select, P to paste previous address, or D to delete

Name

Street

City

St Zip - County 99999

Name

Street

City

St Zip - County 99999

Name

Street

City

St Zip - County 99999

Name

Street

City

St Zip - County 99999

Add more addresses(Y/N)? _ Display cumulative totals(Y/N)? N

F1=HELP F3=VALDT F4=MAIN MENU F7=PREV F8=NEXT FO9=SAVE F17=UP F18=DOWN

Note: If there are no addresses displayed, the cursor is positioned on the NAME field

of the first address block.

Note: F17 and F18 are not displayed unless more than four addresses have been

entered.

How To Fill-In the
PROPERTY
ADDRESSES screen:

As indicated, type in the property owner’s name, street address, city,
state and zip code. If the information does not completely fill the field,
press <Tab> to go to the next field.

After entering the information in the fields on this screen, press <Enter>
to save the information and go to the next screen.

DATA FIELD REQ’D DESCRIPTION VALID
ENTRIES
Grantee Activity Carried forward from the Setup Activity Screen Protected field
ID (CO4AMAO1L).
IDIS Activity Carried forward from the Setup Activity Screen Protected field
ID (CO4AMAO1L).
Activity Name Carried forward from the Setup Activity Screen Protected field
(CO4AMAO1L).
Name Enter the name of the property owner. This field is
optional
Street v Enter the street number and street name of the property.
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City/State/Zip/County | v Enter the City, State, and Zip Code. Enter the County code
or press <F1> Help to select from a list of counties in your
state.

Selections X,P,D

X to select:

Once a street address has been typed in an address block,
type X then press <Enter>: The Costs and Beneficiaries
screens are displayed for input for the property address
selected.

P to paste previous address:

The purpose of the Paste Previous Address function is to
reduce the need to re-type the entire address each time the
street number or name is the only difference between the
addresses.

Once an address has been typed, this entered address can
be repeated in the next address section by using the “paste
previous address” function. Enter P at the selection line
where you want to paste the address. Press <Enter> and
the address will be filled in at the blank address section.
Next, change each address so that is unique.

Note: Addresses must be entered sequentially. IDIS will
only allow blank address lines at the end.

To paste another address, type the address to be copied
then repeat the “past previous address” function indicated
above.

D to delete:

Enter D at the address to be deleted and press <Enter>.
The address, costs and beneficiaries data entered will be
deleted for that address.

Add more addresses Enter Y then press <Enter> to obtain additional address Y,N
(YIN)? lines. The addresses on this screen will be saved and a new
screen will be displayed. Enter N if there are four or less
addresses for the activity or press <Enter> after entering
2-4 addresses and this field will default to N.

Display cumulative Enter Y then press <Enter> to view the Multi-Address Y, N
totals (Y/N)? Activity Summary of the activity totals for all of the
addresses entered. If Y is not selected, IDIS will default to
N.

Since cost and unit data is entered for each property
address, the Activity Summary screen displays the totals
for the entire activity.
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F1=HELP There is no help available for fields on this screen.

Remember to check the Review Activity status screen to
verify that the activity is ready to complete prior to
returning to the common path to change the status code to
“Complete.”

Helpful Tip: If the activity has many addresses, it is
helpful to have a spreadsheet of all of the information to be
entered into IDIS, so that the information entered for each
address totals the amount of HOME funds drawn and the
beneficiary information matches the number of HOME-
assisted units reported on the Complete Rental,
Homeowner, or Homeowner Rehab Activity screen. The
Summary screens provide the aggregate of the information
entered and the status of the activity in IDIS. To find an
error or the location of missing information requires
selecting each address to view that address’s cost and
beneficiary information.

F7=PREV Press to go to the previous screen. From the Address
screen, the previous screen is the Complete Rental,
Homebuyer, or Homeowner Rehab Activity screen.
Entries will not be saved.

F8=NEXT Press to go to the HOME menu. Entries will be saved.
F17=UP Press to go back or towards the beginning of the list of
(SHIFT-F7) entries

F18=DOWN Press to go forward or to the next entry.

(SHIFT-F8)

Press <F8> (Next) to go to the HOME menu screen.

Different field locations on Multi-Address Cost and Beneficiaries data:

e The HOME Funds disbursed displays on the Activity Summary screen for Multi-Address
activities so that the funds expended can be compared with the cost data entered for the
addresses.

e FHA Insured (Y/N)? answers are collected at the property address level on the Beneficiaries
screen for Homeowner Rehab and Homebuyer activities.

e LEASE PURCHASE: If yes, date of agreement answers are collected at the property address
level on the Beneficiaries screen for Homebuyer activities.
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9.9 Set Up and Complete a CHDO Loan Activity

Activity Name

CR ACTIVITY?

SET UP ACTIVITY: CHDO QUESTIONS HMO1

Grantee Activity ID  XXOOXXXXXXXXXXXXXX IDIS Activity ID zzzzzz9

).9,0.9,9,0.9,9,0,9.0,0,0.9,0,0.9,0,0.9,0,0,9.0,0,0.0,0,0.9,0,0.9,0,0,0,0,0,0.0,¢

Will the activity be funded with CR (Y/N)? Y

IT yes:
CHDO Acting As 2
1 Owner
2 Sponsor
3 Developer

Will initial funding be a CHDO Site
Control and/or Seed Money Loan (Y/N)? Y

F3=VALDT FA=MAIN MENU F5=PROJ INFO F7=PREV F8=NEXT FO9=SAVE

How to Fill-In the
CHDO QUESTIONS
Screen for a CHDO
Loan:

This screen is presented when a rental or homebuyer activity is initially
set up. Itis not shown again unless the activity is funded as a CHDO
Loan or the CHDO information needs to be revised.

As indicated, type in the answers to the questions. After entering the
information in the fields on this screen, press <Enter> to save the
information and go to the next screen.

Note: If the field requires a yes or no answer and the user presses
<Tab> to pass the field without entering a Y or N, IDIS will automatically
insert an N answer when the information is saved.

DATAFIELD | REQ’'D DESCRIPTION VALID
ENTRIES
Grantee Activity Carried forward from the Setup Activity Screen Protected field
ID (C04MAO01L).
IDIS Activity Carried forward from the Setup Activity Screen Protected field
ID (C04MAO0L).
Activity Name Carried forward from the Setup Activity Screen Protected field
(C04MAO01L).
CRACTIVITY? Answer Y if the activity is expected to be funded with Y,N
Will the activity CHDO Reserve (CR) funds.
be funded with
CR (Y/N)?
CHDO Acting CHDO Acting As is a required field if the answer to CR 12,3,
As Activity is “Y.”

Enter 1 if the CHDO is acting as the Owner,
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DATAFIELD | REQ’D DESCRIPTION VALID
ENTRIES
Enter 2 if the CHDO is acting as the Sponsor,
Enter 3 if the CHDO is acting as the Developer
Will initial Answer Y since the activity is to be funded with CHDO loan Y.N
funding be a funds. Press <Enter> to save and go to the next screen. The
CHDO Site next screen will be the CHDO Questions screen (HMO1)
Control and/or displaying the message that the setup for the loan phase is
Seed Money complete and can be funded with CL. See the following
Loan (Y/N)? screen.
F7=PREV Press to go to the previous screen. From the CHDO
Questions screen, the previous screen is the HOME Menu.
Entries will not be saved.
F8=NEXT Press to go to the next screen. The next screen will be the
CHDO Questions screen displaying the message to proceed
to fund.
Press <Enter> to go to the next screen.
SET UP ACTIVITY: CHDO QUESTIONS HMO1
Grantee Activity ID  XXXXXXXXXXXXXXXXXX IDIS Activity ID zzzzzz9
Activity Name XXXXXXXXKKXXXKXXKXKKXXXXKXXKKKXX XXX XKKXX XXX
CR ACTIVITY? Will the activity be funded with CR (Y/N)? Y
IT yes:
CHDO Acting As 2

1 Owner
2 Sponsor
3 Developer

Will initial funding be a CHDO Site
Control and/or Seed Money Loan (Y/N)? Y

Setup for loan phase is complete: activity can now be funded with CL.
At the end of the loan phase, return to this screen to indicate whether
the activity is going forward or if it is complete.

F3=VALDT FA=MAIN MENU F5=PROJ INFO F7=PREV F8=NEXT FO=SAVE
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NEXT STEPS

Press <F4> to go to the Main Menu

To Fund the activity, see Chapter 5

To Draw funds, see Chapter 7

Select B REVISE ACTIVITY at the Main Menu.

Once all CHDO Loan (CL) funds have been disbursed, the CHDO Questions screen is
displayed with an additional input field as shown below. Answer Y if the activity will go
forward to produce housing further funded by HOME. Answer N if not.

SET UP ACTIVITY: CHDO QUESTIONS HMO1
Grantee Activity ID  XXXXXXXXXXXXXXXXXX IDIS Activity ID zzzzzz9
Activity Name XXXXXXXKKKIXX KX HKKKXXX KKK KKXXX XXX HKKXXX XXX
CR ACTIVITY? Will the activity be funded with CR (Y/N)? Y
IT yes:
CHDO Acting As 2
1 Owner
2 Sponsor
3 Developer

Will initial funding be a CHDO Site
Control and/or Seed Money Loan (Y/N)? Y

GOING FORWARD? Loan funds have been fully disbursed.
Is the activity going forward (Y/N)?

F3=VALDT FA=MAIN MENU F5=PR0OJ INFO F7=PREV F8=NEXT FO=SAVE
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If the answer to the question Activity Going Forward (Y/N?) is NO

If the activity is not going forward to be further funded by HOME CR to produce a rental,
homebuyer, or homeowner rehab activity, press <Enter> and the next screens will be the Rental
or Homebuyer costs screens. The example below shows the Homebuyer activity screens. The
CHDO Loan field displays the amount funded and drawn as CL, and no additional CHDO Loan
(CL) funds can be added here.

COMPLETE HOMEBUYER ACTIVITY: COSTS HBO4

Grantee Activity ID 27727779
Activity Name
Activity Address

XXKXHKKXHKXXKXXKXXXX IDIS Activity ID
XXXXXKXXKKKIXXKXKKKXXX XK KKKK XX XXX KKXXX XXX
XXXXXXXKKKXXXKXXKKXXXXKKXKKIXX XK KXKKKXX XXX KKKXX XXX XXX

Totals

1. HOME FUNDS CHDO Loan 99,999,999.99
2. PUBLIC FUNDS Other Federal Funds
State/Local Funds

Tax-Exempt Bond Proceeds

3. PRIVATE FUNDS Private Loans
Owner Cash Contributions

Private Grants

HOME Funds Disbursed 99,999,999.99 Activity Total

To display alternate cost screen, press <F15>.

99,999,999.99

99,999,999.99

99,999,999.99

99,999,999.99

F3=VALDT  F4=MAIN MENU F5=PR0OJ INFO F7=PREV F9=SAVE F15=ALT
DATAFIELD | REQ’D DESCRIPTION VALID
ENTRIES
Grantee Activity Carried forward from the Setup Activity Screen Protected field
ID (CO4MAOQ1).
IDIS Activity Carried forward from the Setup Activity Screen Protected field
ID (C04MAO0L).

Activity Name

Carried forward from the Setup Activity Screen
(CO4MAOQL).

Protected field

Activity Carried forward from the Setup Activity Screen Protected field
Address (CO4MAO01).
HOME FUNDS The CHDO Loan field displays the amount funded and Protected field
CHDO Loan drawn as CL, and no additional CHDO Loan (CL) funds can

be added here
PUBLIC Enter the total amount of other federal funds expended Up t0 99,999,999.99
FUNDS excluding HOME funds.
Other Federal
Funds
PUBLIC Enter the total amount of any State or Local government Up t0 99,999,999.99
FUNDS aoprooriated funds exnended on the activitv.
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DATAFIELD | REQ’D DESCRIPTION VALID
ENTRIES
State/Local appropriated funds expended on the activity.
Funds
PUBLIC Enter the total amount of any State or Local government tax Up 10 99,999,999.99
FUNDS exempt bond proceeds expended on the activity.
Tax Exempt
Bond Proceeds
PRIVATE Enter the amount of all of the costs that have been paid with | UP 10 99,999,999.99
FUNDS funds obtained from private financial institutions, such as
Private Loans banks, savings and loans and credit unions.
PRIVATE Enter the amount of all cash contributions provided by the Up t0 99,999,999.99
FUNDS property owner.
Owner Cash
Contributions
PRIVATE Enter the amount of cash contributions provided by private Up t0 99,999,999.99
FUNDS organizations, foundations, donors, etc.
Private Grants
HOME Funds IDIS displays the actual funds drawn. The HOME Funds Protected field
. Disbursed is provided on this screen so that the user can see
Disbursed .
the funds to be entered as amortized loans, grants, deferred
payment loans or other.
Activity Total Total of the amounts entered in Sections 1 — 3 as calculated Protected field
by IDIS.
F7=PREV Press to go to the previous screen. From the Complete
Homebuyer Activity Costs screen, the previous screen is the
Set Up Activity: CHDO Questions screen. Entries will not
be saved.
F8=NEXT Press to go to the next screen. From the complete
Homebuyer Activity Costs screen, the next screen is the
Complete Activity: Beneficiaries screen. Entries will be
saved.
F15=ALT Press to go to an alternate version of the Complete
Homebuyer Activity: Costs Screen. This key can be used to
(SHIFT-F5)

toggle between the different versions of the cost screens.
The same cost data will be shown on both versions. The last
version displayed to the user will be presented when the user
next visits the screen for that activity.

Press <Enter> to display the Complete Activity: Beneficiaries screen.
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COMPLETE HOMEBUYER ACTIVITY: COSTS HBO6
Grantee Activity ID  XXXXXXXXXXXXXXXXXX IDIS Activity ID zzzzzz9
Activity Name XXXHKIXXKKIHKKIHKKXXKKI XK KX X KKX XK KX XKXXXX
Activity Address HOXHKRKIXKHIKIHKKIHKKKIHKKKIHHKKIHKKKIHKHKKIXHKKIHXHKKIKXXKKX XK KXX
Source Form of * Source Codes
of Funds Assistance Amount 1 HOME funds (including PI)
1 4 99,999,999.99 4 Other federal funds
. _ 5 State/local funds
. _ 6 Tax-exempt bond proceeds
o _ 7 Private loans
- _ 8 Owner cash contributions
. _ 9 Private grants
_ * Forms of HOME Assistance
Activity Total 99,999,999.99 4 CHDO loan

Total HOME funds 99,999,999.99
HOME funds disbursed 99,999,999.99

To display alternate screen, press <F15>.
F3=VALDT  F4=MAIN MENU F5=PR0OJ INFO F7=PREV FO9=SAVE F15=ALT

Note: After entering the Public and Private funds, press <Enter> to save and return to
the Menu. The activity is complete and the status code can be changed to complete in
the common path.

DATA FIELD | REQ’D DESCRIPTION VALID
ENTRIES
Grantee Activity Carried forward from the Setup Activity Screen Protected field
ID (CO4AMAO0L).
IDIS Activity Carried forward from the Setup Activity Screen Protected field
ID (CO4AMAO0L).
Activity Name Carried forward from the Setup Activity Screen Protected field
(CO4MAO0L).
Activity Carried forward from the Setup Activity Screen Protected field
Address (CO4MAO01L).
Source of Funds | v/ Enter the appropriate code shown on the right hand side of | 242 6.7.8,9
the screen
Form of v Enter the appropriate code shown on the right hand side of 4 or space
Assistance the screen
Amount 4 Enter the amount of funds appropriate for the entered Source | Up to 99,999,999.99
of Funds/Form of Assistance codes
Activity Total Total of the amounts entered on the screen, calculated by Protected field

IDIS.
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DATAFIELD | REQ’D DESCRIPTION VALID
ENTRIES
Total HOME Total of the amounts entered with Source of Funds = 1 Protected field
Funds (HOME Funds).
HOME Funds IDIS displays the actual funds drawn. The HOME Funds Protected field
Disbursed Disbursed is provided on this screen so that the user can see
the funds to be entered as amortized loans, grants, deferred
payment loans or other.
F7=PREV Press to go to the previous screen. From the Complete
Rental Homebuyer Costs screen, the previous screen is the
Complete Homebuyer Activity screen. Entries will not be
saved.
F8=NEXT Press to go to the next screen. From the complete
Homebuyer Activity Costs screen, the next screen is the
Complete Homebuyer Activity Beneficiaries screen. Entries
will be saved.
F15=ALT Press to go to an alternate version of the Complete
(SHIFT-F5) Homebuyer Activity: Costs Screen. This key can be used to

toggle between the different versions of the costs screens.
The same cost data will be shown on both versions. The last
version displayed will be presented when the user next visits
the screen for that activity.

Press <Enter> to save and return to the main menu.
Next Step: Check the Review Activity Status to confirm that the activity is in the condition to complete, then return
to the common path to change the status code to complete
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If the answer to Activity Going Forward is YES

If the activity is going forward to produce housing further funded by HOME, the rental,
homebuyer, or homeowner rehab set up, fund, draw, and complete process would be followed as
described in the Set Up Rental Activity and Complete Rental Activity, Set Up Homebuyer, and
Complete Homebuyer Activity sections of this chapter. The only difference is that the CHDO
Loan funds disbursed are displayed. The following example shows the homebuyer screens
displaying the CHDO loan.

SET UP HOMEBUYER ACTIVITY HBO1
Grantee Activity ID  XXOOXXXXXXXXXXXXXX IDIS Activity ID zzzzzz9
Activity Name XXXXXXXKKKXXXKXKKKXXX XK KKKIXX XXX KKXXX XXX

ACTIVITY TYPE _
2 New Construction Only 4 Acquisition & Rehab

3 Acquisition Only 5 Acquisition & New
PROPERTY ADDRESS Construction
Homebuyer’s Name
Street
City St Zip -
County Code 99999

CHDO Loan 99,999,999.99
ACTIVITY ESTIMATES HOME Units Other HOME
HOME Total 99,999,999.99

MULTI-ADDRESS (Y/N)? _
LOAN GUARANTEE(Y/N)? _
CHDO ACTIVITY (Y/N)? Y Review/update CHDO information (Y/N)?

F3=VALDT F4=MAIN MENU F5=PROJ INFO F7=PREV F8=NEXT FO9=SAVE

Note: The Review/update CHDO information (Y/N)? question/field is not displayed for
Insular Areas.

DATAFIELD | REQ’D DESCRIPTION VALID
ENTRIES
Grantee Activity Carried forward from the Setup Activity Screen Protected field
ID (CO4MAO0L).
IDIS Activity Carried forward from the Setup Activity Screen Protected field
ID (CO4MAO01).
Activity Name Carried forward from the Setup Activity Screen Protected field
(CO4MAD01).
ACTIVITY v Enter 2 — New Construction Only. 2,3,4,5
TYPE An activity that involves the addition of units outside the
existing walls of the structure and the construction of new
residential units.
Enter 3 — Acquisition Only.
Acquisition of a structure that received a certificate of
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DATAFIELD | REQ’D DESCRIPTION VALID
ENTRIES
occupancy at least 13 months before acquisition that did not
require rehabilitation.
Enter 4 — Acquisition & Rehab.
A HOME-assisted rehabilitation activity that includes the
acquisition of real property.
Enter 5 — Acquisition & New Construction.
An activity that included the acquisition of real property.
This includes acquisition of a structure that has received an
initial certificate of occupancy within a one year period prior
to acquisition.
PROPERTY This is an optional field. Type the homebuyer’s name. For
ADDRESS multi-address activities leave blank.
Homebuyer’s
Name
PROPERTY v Displayed from information entered in the common path
ADDRESS screen (CO4MAOQ1). The property address can be changed by
the user on this screen.
Street, City, ST,
Zip
PROPERTY Enter county code. If you do not know the county code, a
ADDRESS list of all county codes in the Participating Jurisdiction’s
State will be listed by pressing F1 for the Help screen. Enter
County Code the code for the county where the HOME-Assisted property
is located.
ACTIVITY v Enter the estimated number of units that are expected to be 4hnum(t=,ric
ESTIMATES completed and that will receive HOME assistance. characters
HOME Units
ACTIVITY The amount of CHDO Loan (CL) funds that have been
ESTIMATES funded and drawn is displayed by IDIS.
CHDO Loan
ACTIVITY v Enter the total amount of HOME funds (other than the CL 99,999,999.99
ESTIMATES already funded and drawn) requested for the activity.
Other HOME
ACTIVITY IDIS calculates the HOME total by adding the CHDO Loan
ESTIMATES and other HOME when the information is saved by pressing
HOME Total <F9> or <Enter>.
v . . . Y,N
MULTI- Enter N if there is one property address for the activity or '
ADDRESS <Tab> to next field and the system will automatically
(YIN)? populate the field as N.

Enter Y, if there is more than one property or building
address for the activity.

See the Multi-Address section if you want to set up and
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DATAFIELD | REQ’D DESCRIPTION VALID
ENTRIES
complete a multi-address activity.
Note: The Multi-Address Function would be used for a
single-family development where HOME funds are
provided through a CHDO loan, development with CR or
EN and/or Downpayment Assistance, or ADDI to the
homebuyer.
LOAN Enter Y if the property has a loan guarantee and enter N if Y.N
GUARANTEE not or <Tab> to next field and the system will automatically
(Y/N)? populate the field as N.
CHDO The answer entered on the CHDO Questions screen will be Y,N
ACTIVITY displayed here and can be changed on this screen. A change
from N to Y sends the user back to the CHDO Questions
(YIN)? screen to answer the required CHDO questions.
Note: The CHDO Activity (Y/N)? question/field is not
displayed for Insular Areas.
Review/Update Answering ‘Y’ will transfer user to the CHDO Questions Y.N
CHDO screen.
Information
(YIN)?
F1=HELP The only help available from this screen is for the County
code field. Press to obtain a list of counties. Select the
county where the HOME-Assisted property is located.
F7=PREV Press to go to the previous screen. From the Rental Set Up
screen, the previous screen is the Set Up Activity: Special
Characteristics screen. Entries will not be saved.
F8=NEXT Press to go to the next screen. From the Homebuyer Set Up
screen, the next screen is the HOME menu. Entries will be
saved.

Press <Enter> to go to the HOME menu.

Next Steps:

0 Return to the main menu to Fund the Activity; see Chapter 5
0 To Draw Funds, see Chapter 7
0 Return to the activity HOME menu to complete the Costs and Beneficiary screens as applicable to the
tenure type.
The Complete Homebuyer Activity: Costs screens that follow show that the CHDO Loan funds are displayed
separately from the HOME funds for Property Costs and/or that would be entered at this time. The HOME total,

which includes the amount of the CHDO Loan, must exactly match the HOME funds disbursed.

For Multi-Address activities, the amount of the CHDO Loan will not be displayed on each address costs screen. It
will be displayed on the Summary screen. The CHDO Loan amount can either be prorated by address or the entire
amount of the CHDO Loan can be entered on the Costs screen of the first address. As with all multi-address
activities, the costs entered for each address, including the CHDO Loan, must equal the HOME funds drawn for the
activity.

After the Costs and Beneficiary information has been entered, check the Review Status Activity Status screen to
confirm that the activity is in the condition to complete.

Return to the common path and change the status code to complete.
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COMPLETE HOMEBUYER ACTIVITY: COSTS HBO4
Grantee Activity ID  XXOOXXXXXXXXXXXXXX IDIS Activity ID zzzzzz9
Activity Name XXXXXKXXKKKXXXKXKKKXX XXX KKKI XX XXX KKXXX XXX
Activity Address XXXXXXXKKKX XXX XXKKXXXXKKXKKIXX XK KXKKKXX XXX KKKXX XXX XXX
Purchase Price Value After Rehab Totals

1. HOME FUNDS (Including PI) CHDO Loan 99,999,999.99 99,999,999.99

a. PROPERTY COSTS Amortized Loan
Grant
Deferred Payment Loan

Other 99,999,999.99
b. DOWNPAYMENT Amortized Loan
ASSISTANCE Grant
Deferred Payment Loan

Other 99,999,999.99

HOME Funds Disbursed 99,999,999.99 HOME Total 99,999,999.99

To display alternate screen, press <F15>.
F3=VALDT F4=MAIN MENU F5=PR0OJ INFO F7=PREV F8=NEXT F9=SAVE F15=ALT

Note: The VALUE AFTER REHARB field will be displayed if the activity is
acquisition/rehab.

COMPLETE HOMEBUYER ACTIVITY: COSTS HBO5
Grantee Activity ID  XXXXXXXXXXXXXXXXXX IDIS Activity ID 2999999
Activity Name XXXHKKXXKKIHKKIXKKXXKKXHXKKXXKKXHXKXXXKKXXX
Activity Address HOKKRKIXKKIKIHKKIHKKKIHKKKIHKKKIXKKXHKKKXXKKXXKKX XK KX XXKXX
Totals
1. HOME FUNDS SUMMARY CHDO Loan 99,999,999.99
(Including PI) a. Property Costs 99,999,999.99
b. Downpayment 99,999,999.99
Assistance 99,999,999.99
2. PUBLIC FUNDS Other Federal Funds
State/Local Funds
Tax-Exempt Bond Proceeds 99,999,999.99
3. PRIVATE FUNDS Private Loans
Owner Cash Contributions
Private Grants 99,999,999.99
HOME Funds Disbursed 99,999,999.99 Activity Total 99,999,999.99

To display alternate costs screen, press <F15>.
F3=VALDT F4=MAIN MENU F5=PR0OJ INFO F7=PREV F8=NEXT F9=SAVE FI15=ALT
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COMPLETE HOMEBUYER ACTIVITY: COSTS HBO6
Grantee Activity ID  XXXXXXXXXXXXXXXXXX IDIS Activity ID 2999999
Activity Name XXXXKXKKKXKKKXKKKX KK KX K KIKXHXKIX XK XXX KX XXX
Activity Address XXXHKKXXKKIXKKIXKKIXKKXHHKKI XK KIXHKKIXKKIXHKKXXKKXXXKXX
Purchase Price Value After Rehab
Source Form of * Source Codes
of Funds Assistance Amount 1 HOME property costs
1 4 99,999,999.99 2 HOME downpayment assistance
_ _ 4 Other federal funds
_ _ 5 State/local funds
_ _ 6 Tax-exempt bond proceeds
_ _ 7 Private loans
_ _ 8 Owner cash contributions
_ _ 9 Private grants
_ _ * Forms of HOME Assistance
. . 1 Amortized loan
Activity Total 2 Grant
3 Deferred payment loan
Total HOME funds 99,999,999.99 4 CHDO Loan
HOME funds disbursed 99,999,999.99 5 Other

To display alternate costs screen, press <F15>.
F3=VALDT F4=MAIN MENU F5=PROJ INFO F7=PREV F8=NEXT F9=SAVE F15=ALT

Note: The VALUE AFTER REHAB field is displayed if the activity is acquisition/rehab.
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9.10Set Up Homebuyer Activity

HOME MENU HMOO
Grantee Activity ID  XXOOXXXXXXXXXXXXX IDIS Activity ID zzzzzz9
Activity Name XXX HKHKKIIIXHHHKHKKIIIXHKHKHKHKKIIIX XXX KKK XXXX

SET UP ACTIVITY

Rental

Homebuyer

Homeowner Rehab

Tenant-Based Rental Assistance (TBRA)
Activity Funded Only with AD/CO/CC

mooO mw>

REVIEW ACTIVITY
F Review Activity Status
G Search Activities

COMPLETE ACTIVITY
H Costs & Beneficiaries
I Costs Only
J Beneficiaries Only

Type selection and press <ENTER> Change to Activity ID
F4=MAIN MENU F7=PREV F10=GO TO REVISE ACTIVITY
Homebuyer Enter B to go to the HOME screens to set up a homebuyer activity. Only

those screens and fields related to homebuyer activities are presented.

SET UP ACTIVITY: CHDO QUESTIONS HMO1
Grantee Activity ID  XXOOXXXXXXXXXXXXXX IDIS Activity ID zzzzzz9
Activity Name KXXHKIKXHKKIHKKKIHKKIKIHXHKIIHKKIIXHXKIIXHXKXXXKXXXX
CR ACTIVITY? Will the activity be funded with CR (Y/N)?
IT yes:
CHDO Acting As
1 Owner
2 Sponsor
3 Developer

Will initial funding be a CHDO Site
Control and/or Seed Money Loan (Y/N)?

F3=VALDT F4=MAIN MENU F5=PROJ INFO F7=PREV F8=NEXT FO9=SAVE
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How to Fill-In the SET
UP ACTIVITY: CHDO
QUESTIONS Screen:

This screen is presented when a homebuyer activity is initially set up. It
is not shown again unless the activity is funded as a CHDO Loan or the

CHDO answers need to be revised.

Since insular areas do not have CHDO activities, insular area

participating jurisdictions will not see this screen.

As indicated, type in the answers to the questions. After entering the
information in the fields on this screen, press <Enter> to save and go to

the next screen.

Note: If the field requires a yes or no answer and the user presses
<Tab> to pass the field without entering a Y or N, IDIS will automatically

insert an N answer when the information is saved.

DATAFIELD | REQ’'D DESCRIPTION VALID
ENTRIES
Grantee Activity Carried forward from the Setup Activity Screen Protected field
ID (C04MAO0L).
IDIS Activity Carried forward from the Setup Activity Screen Protected field
ID (C04MAO01L).

Activity Name

Carried forward from the Setup Activity Screen
(CO4MAOL).

Protected field

CR Activity? Answer Y for the CHDO Loan to be funded with CHDO Y,N
Will the activity Reserve (CR) funds. Type in the answers for the CHDO
be funded with Acting As and CHDO Site Control questions.
CR (Y/N)? If the answer is N, press <Enter> to go to next screen

(ACTIVITY SETUP: OBJECTIVE AND OUTCOME).
If Yes: CHDO Acting As is a required field if the answer to CR 12,3, _
CHDO Acting Activity is “Y” for a CHDO Loan.
As Enter 1 if the CHDO is acting as the Owner,

Enter 2 if the CHDO is acting as the Sponsor,

Enter 3 if the CHDO is acting as the Developer
If Yes: This answer to this question is required if the activity is to be Y.N
Will initial funded with CL.
funding be a Answer Y if the activity is to be funded with CHDO loan
CHDO Site funds. Press <Enter> to save and go to the next screen. The
Control and/or next screen will be the CHDO Questions screen (HMO01)
Seed Money displaying the message indicated below.

Loan (Y/N)?

If the answer is N, press <Enter> to go to next screen
(OBJECTIVE AND OUTCOME).

<ENTER>

This screen is presented when a rental or homebuyer activity
is initially set up. It is not shown again unless the activity is
funded as a CHDO Loan or the CHDO information needs to
be revised.

As indicated, type in the answers to the questions. After
entering the information in the fields on this screen, press
<Enter> to save the information and go to the next screen.

Note: If the field requires a yes or no answer and the user
presses <Tab> to pass the field without entering a Y or N,
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DATAFIELD | REQ’D DESCRIPTION VALID
ENTRIES

IDIS will automatically insert an N answer when the
information is saved.

F7=PREV Press to go to the previous screen. From the CHDO
Questions screen, the previous screen is the HOME Menu.
Entries will not be saved.

F8=NEXT Press to go to the next screen. The next screen is the
Activity Setup: Objective and Outcome screen. Entries will
be saved.

Press <Enter> to go to the Set Up Homebuyer Activity screen.
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ACTIVITY SETUP: OBJECTIVE AND OUTCOME HMO1-A

Grantee Activity ID IDIS Activity ID
Activity Name
OBJECTIVE _

1 Create suitable living environments

2 Provide decent affordable housing

3 Create economic opportunities
OUTCOME _

1 Availability/accessibility

2 Affordability

3 Sustainability

F1=HELP F3=VALDT F4=MAIN MENU F5=PROJ INFO F7=PREV F8=NEXT F9=SAVE

How To Fill-In the On this screen you indicate the primary objective and outcome of the
ACTIVITY SET UP: services your activity is designed to provide.
Obijective and Where appropriate, type in the following data. (If the data typed does not

fill the field, or you do not need to complete the field, press <Tab> to go

Outcome screen: )
to the next field.)

When you have completed the fields on this screen, press <Enter> to
save the information and go to the next screen (Special Characteristics).
1. Type 1, 2, or 3 to describe your objective.

2. Type 1, 2, or 3 to describe your outcome.
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DATAFIELD | REQ’D DESCRIPTION VALID
ENTRIES
Grantee Activity Carried forward from the Setup Activity Screen Protected field
ID (CO4MADOL).
IDIS Activity Carried forward from the Setup Activity Screen Protected field
ID (CO4MADO01).

Activity Name

Carried forward from the Setup Activity Screen
(CO4MADOL).

Protected field

OBJECTIVE

Enter 1, 2, or 3 to indicate your project’s intended objective.

If Objective is left blank by the user, the system will default
to “211

Press <F1> (Help) for help as to what to enter in the
Objective field.

1,2,0r3

OUTCOME

Enter 1, 2, or 3 to indicate your project’s intended outcome.

If Outcome is left blank by the user, the system will default
tO “2”

Press <F1> (Help) for help as to what to enter in the
Outcome field.

1,2,0r3

F7=PREV

Press to go to the previous screen. From the ACTIVITY
SETUP OBJECTIVE AND OUTCOME screen, the previous
screen is the HOME MENU screen. Entries will not be
saved.

F8=NEXT

Press to go to the next screen. From the ACTIVITY SETUP
OBJECTIVE AND OUTCOME screen, the next screen is
SET UP ACTIVITY: SPECIAL CHARACTERISTICS.
Entries will be saved.

Press <Enter> to go to the SET UP ACTIVITY: SPECIAL CHARACTERISTICS screen.
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SET UP ACTIVITY: SPECIAL CHARACTERISTICS HMO1-B
Grantee Activity ID IDIS Activity ID
Activity Name
ACTIVITY Type "Y" next to any that apply:

LOCATION

CDBG strategy area

Local target area

Presidentially declared major disaster area
Historic preservation area

Brownfield redevelopment area

Conversion from non-residential to residential use
Colonia

FAITH-BASED Will this activity be carried out by a faith-based
ORGANIZATION organization (Y/N)? _

F1=HELP F3=VALDT FA=MAIN MENU F5=PROJ INFO F7=PREV F8=NEXT 9=SAVE

How To Fill-In the SET  Where appropriate, type in the following data. (If the data typed does not

UP ACTIVITY: fill the field, or you do not need to complete the field, press <Tab> to go
SPECIAL to the next field.)
CHARACTERISTICS When you have completed the fields on this screen, press <Enter> to

Screen: save the information and go to next screen.
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DATA FIELD REQ’D DESCRIPTION VALID
ENTRIES
Grantee Activity Carried forward from the Setup Activity Screen Protected field
ID (COAMAOL).
IDIS Activity Carried forward from the Setup Activity Screen Protected field
ID (COAMAOL).
Activity Name Carried forward from the Setup Activity Screen Protected field
(COAMAOL).
t\gcT:%IBN v Enter Y or N to indicate whether or not your activity is in YN
any of the following locations:
CDBG strategy area
Local target area
Presidentially declared major disaster area
Historic preservation area
Brownfield redevelopment area
Conversion from non-residential to residential use
Colonia [The COLONIA field is displayed only if the
activity is located in Arizona, California, New Mexico,
or Texas]
IDIS defaults all fields to “N” if an answer is not entered.
(F)gg:Nl?éi'IIE'PON v Enter Y or N to indicate whether or not activity carried out YN

by faith-based organization.
IDIS defaults the field to “N” if an answer is not entered.

F1=HELP

Position cursor on the field where Help is needed. Press
<F1> Help for the detail description of special
characteristics.

F7=PREV

Press to go to the previous screen. From the SET UP
ACTIVITY: SPECIAL CHARACTERISTIC screen, the
previous screen is the ACTIVITY SETUP: OBJECTIVE
AND OUTCOME screen. Entries will not be saved.

F8=NEXT

Press to go to the next screen. From the SET UP
ACTIVITY: SPECIAL CHARACTERISTICS screen, the
next screen is the SETUP HOMEBUYER ACTIVITY
screen. Entries will be saved.

Press <Enter> to go to the SETUP HOMEBUYER ACTIVITY screen.
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Grantee Activity ID
Activity Name

ACTIVITY TYPE

PROPERTY ADDRESS
Homebuyer’s Name
Street

City

County Code

ACTIVITY ESTIMATES

MULTI-ADDRESS (Y/N)?

SET UP HOMEBUYER ACTIVITY HBO1

XXXXXXX XX KX XX XX XXX IDIS Activity ID zzzzzz9
XXXHKKXXKKXXHKKXXKKXXKKXXKKXXKKXXKKXXKKXXX

2 New Construction Only 4 Acquisition & Rehab

LOAN GUARANTEE(Y/N)? _

CHDO ACTIVITY (Y/N)?

3 Acquisition Only 5 Acquisition & New
Construction
St Zip -
99999
HOME Units HOME Cost
N

F1=HELP F3=VALDT F4=MAIN MENU F5=PROJ INFO F7=PREV F8=NEXT FO=SAVE

How To Fill-In the SET
UP HOMEBUYER
ACTIVITY Screen:

Where indicated, type in the answers to the questions. If the information
does not completely fill the field press <Tab> to go to the next field.

After entering the information in the fields on this screen, press <Enter>
to save the information and go to the next screen.
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DATAFIELD | REQ’D DESCRIPTION VALID
ENTRIES
Grantee Activity Carried forward from the Setup Activity Screen Protected field
ID (CO4MAD01).
IDIS Activity Carried forward from the Setup Activity Screen Protected field
ID (CO4MAO0L).
Activity Name Carried forward from the Setup Activity Screen Protected field
(C0O4MAO01).
ACTIVITY v Enter 2 — New Construction Only. 2,3,4,5
TYPE An activity that involves the addition of units outside the
existing walls of the structure and the construction of new
residential units.
Enter 3 — Acquisition Only.
Acquisition of a structure that received a certificate of
occupancy at least 13 months before acquisition that did not
require rehabilitation.
Enter 4 — Acquisition & Rehab.
A HOME-assisted rehabilitation activity that includes the
acquisition of real property.
Enter 5 — Acquisition & New Construction.
An activity that included the acquisition of real property.
This includes acquisition of a structure that has received an
initial certificate of occupancy within a one year period prior
to acquisition.
PROPERTY This is an optional field. Type the homebuyer’s name. For
ADDRESS multi-address activities leave blank.
Homebuyer’s
Name
PROPERTY v Displayed from information entered in the common path
ADDRESS screen (CO4MAO1). Can be changed by the user.
Street, City, ST,
Zip
County Code v Enter county code. If you do not know the county code,
press F1 <Help> for a list of all county codes in the
Participating Jurisdiction’s State. Enter the code for the
county where the HOME-Assisted property is located.
ACTIVITY v Enter the estimated number of units (upon completion) that 4hnumeric
ESTIMATES will receive HOME assistance. characters
HOME Units
ACTIVITY v Enter the total amount of HOME funds requested for the 99,999,999.99
ESTIMATES activity.
HOME Cost
MULTI- Enter N if there is one property address for the activity or Y,N
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DATAFIELD | REQ’D DESCRIPTION VALID
ENTRIES
ADDRESS <Tab> to next field and the system will automatically
(YIN)? populate the field as N.
Enter Y, if there is more than one property or building
address for the activity.
See the Multi-Address section if you want to set up and
complete a multi-address activity.
LOAN Enter Y if the property has a loan guarantee and enter N if Y.N
GUARANTEE not or <Tab> to next field and the system will automatically
(YIN)? populate the field as N.
CHDO The answer entered on the CHDO Questions screen will be Y.N
ACTIVITY displayed here and can be changed on this screen. A change
(YIN)? from N to Y sends the user back to the CHDO Questions
' screen to answer the required CHDO questions.
Note: The CHDO Activity (Y/N)? question/field is not
displayed for Insular Areas.
F1=HELP The only help available from this screen is for the County
code field. Press to obtain a list of counties. Select the
county where the HOME-Assisted property is located.
F7=PREV Press to go to the previous screen. From the Homebuyer Set
Up screen, the previous screen is the HOME Menu (HMO00).
Entries will not be saved.
F8=NEXT Press to go to the next screen. For single address homebuyer

activities, from the Homebuyer Set Up screen, the next
screen is the HOME Menu screen. For multi-address
homebuyer activities, the next screen is the Developer
screen. Entries will be saved.

Press Enter to go to the next screen.
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9.11Next Steps — After the HOME Homebuyer Activity is
Set Up

After setting up the HOME Homebuyer Activity, the user can review the Activity Status, fund,
and draw funds by performing the appropriate steps as follows:

Or

Press <Enter> to return to HOME Menu
Select <F> Review Activity Status to check set up information

Press <F4> to go to the Main Menu

To Fund the activity, see Chapter 5

To Draw funds, see Chapter 7

Return to the HOME Menu

Complete the activity by selecting H at the HOME Menu for the Complete Homebuyer
Activity screens

Return to the common path screen (MAO04) to change the status code to Complete

Note: Checking to make sure that the set up information is complete on the Review Activity
Status Screen confirms that the activity is in the condition to be able to be funded and drawn in
IDIS.
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9.12Complete Homebuyer Activity

Information must be entered into all required fields in order to complete a HOME activity. Press
<F3>, <F9> or <Enter> to view the required fields in red.

Grantee Activity ID
Activity Name
Activity Address

ACTIVITY TYPE

PROPERTY TYPE

FHA INSURED (Y/N)?

LEASE PURCHASE?

COMPLETED UNITS

COMPLETE HOMEBUYER ACTIVITY HBO3

XORXHXXKHXKHXXKXX XXX XX IDIS Activity ID zzzzzz9
XXKXHKXXKXHXKXHKXXKXHKKXKXHX KX XX KX KXKXXKXXXX
XXXXHXXKXHKXHKIXKXHXKIHK XX KIHK KX XX KXHX KX K XK KX XX XXX KXXXX

2 New Construction Only 4 Acquisition & Rehab

3 Acquisition Only 5 Acquisition & New
Construction

1 1-4 Single Family 3 Cooperative

2 Condominium 4 Manufactured Home

IT yes, date of agreement - -

Total number
HOME-assisted

F3=VALDT F4=MAIN MENU F5=PROJ INFO F7=PREV F8=NEXT FO=SAVE

How to Fill-In the
COMPLETE
HOMEBUYER
ACTIVITY Screen:

Where indicated, type in the answers to questions. If the information
does not completely fill the field, press <Tab> to go to the next field.

After entering the information in the fields on this screen, press <Enter>
to save the information and go to the next screen.

Note: If the field requires a yes or no answer and the user presses
<Tab> to pass the field without entering a Y or N, IDIS will automatically
insert an N answer when the information is saved.

Chapter last updated: June 23, 2006 — Content revised for IDIS Version 10.0.0 (June 23, 2006) Page 9-68




CPD-IDIS Reference Manual

DATAFIELD | REQ’D DESCRIPTION VALID
ENTRIES
Grantee Activity Carried forward from the Setup Activity Screen Protected field
ID (CO4AMAO01L).
IDIS Activity Carried forward from the Setup Activity Screen Protected field
ID (CO4AMAO0L).
Activity Name Carried forward from the Setup Activity Screen Protected field
(CO4AMAO0L).
Activity Carried forward from the Setup Activity Screen Protected field
Address (C04MAO01) or from the change made on the Set Up
Homebuyer Activity screen.
ACTIVITY The Activity Type is displayed and can be changed on this 2,3,4,0r5
TYPE v
screen.
2 New Construction Only
3 Acquisition Only
4 Acquisition & Rehab
5 Acquisition & New Construction
PROPERTY Indicate the type of property assisted by entering one of the 1,2,3,0r4d
TYPE v following codes:
1-1-4 Single Family
2 — Condominium
3 — Cooperative
4 — Manufactured Home
F\';/ﬁ I,)NSURED Enter Y if the property also is insured by FHA or N if not. YorN
(YIN): Or <Tab> through the field and IDIS will enter an N answer
to this question.
IF:LEJQ(S':EHASE? This field is optional. If the Homebuyer activity is subject to Month/day/year
’ a lease purchase agreement, type in the date of the agreement
as mm/dd/yyyy.
COMPLETED The estimated number of units entered at setup are displayed Numeric
UNITS v . . .
Total Number at completion and can be changed at this location. IDIS
accepts total units of 1 to 4 per address. The default number
of completed units is “1” if the field is blank.
Sﬁll\f'rF;LETED v Enter the number of HOME-Assisted units. This number Numeric

HOME-Assisted

must be equal or less than the Total Number of Completed
Units.

F/=PREV Press to go to the previous screen. From the Complete
Homebuyer Activity screen, the previous screen is the
HOME Menu. Entries will not be saved.

F8=NEXT

Press to go to the next screen. From the Complete
Homebuyer Activity screen, the next screen is the Complete
Homebuyer Activity: Units screen. Entries will be saved.

Press <Enter> to display the Complete Homebuyer Activity: Units screen
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Grantee Activity ID

Activity Name
Activity Address

COMPLETED UNITS

OF THE UNITS COMPLETED, THE NUMBER:

PERIOD OF

AFFORDABILITY

COMPLETE HOMEBUYER ACTIVITY: UNITS HBO3-A
IDIS Activity ID
Total HOME-Assisted
HOME-

TOTAL ASSISTED

Meeting Energy Star standards:

Section 504 accessible:

IT you are imposing a period of affordability that is
longer than the regulatory minimum, enter the total
number (regulatory minimum + additional) of years.

PJ-imposed period of affordability: __ years

F1=HELP F3=VALDT F4=MAIN MENU F5=PROJ INFO F7=PREV F8=NEXT F9=SAVE

How to Fill-In the

COMPLETE

HOMEOWNER REHAB

ACTIVITY Screen:

Where indicated, type in the answers to questions. If the information
does not completely fill the field, press <Tab> to go to the next field.

After entering the information in the fields on this screen, press <Enter>
to save the information and go to the next screen.

Note: If you do not enter number of units, IDIS will populate the field
with zero when the information is saved.

DATA FIELD REQ’D DESCRIPTION VALID

ENTRIES

Grantee Activity Carried forward from the Setup Activity Screen Protected field
ID (CO4MADO1).

IDIS Activity Carried forward from the Setup Activity Screen Protected field
ID (C0O4MAO01).

Activity Name Carried forward from the Setup Activity Screen Protected field
(C0O4MAO01).

Activity address

Displayed from information entered in setup. Protected field

COMPLETED Carried forward from the Complete Homeowner Activity Protected field
UNITS screen.

Total

COMPLETED Populated and displayed from the Complete Homeowner Protected field
UNITS Activity screen.

HOME-Assisted
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DATA FIELD REQ’D DESCRIPTION VALID
ENTRIES
gcl:)l\-;EEEL'Jrl\ég S Enter the total number of completed units that meet Energy ghgruargteerrisc for
THE NUMBER: Star standards. The number must be equal to or less than multi-addresses.

Meeting Energy
Star standards:

the Total Number of Completed Units. The default number
of units meeting Energy Star standards is 0.

1 Numeric
character for

TOTAL Single-address
SCF)I\-I;lEEEL'JI'I\él[-)r S Enter the number of completed HOME-Assisted units that ghgtjar::]t%rrlsc for
THE NUMBER: meet Energy Star standards. It must be less than or equal to multi-addresses.

Meeting Energy
Star standards:
HOME-ASSISTED

the number of HOME-assisted units. The default number
for Meeting Energy Star standards is 0. It must be less than
or equal to the total Meeting Energy Star standards.

1 Numeric char for
Single-address

OF THE UNITS Enter the total number of completed units that are Section 4 Numeric
'CI':S I';AIZIEJI?\;IFBESR 504-accessible. The number mu§t be less than or equal to_ ?r:jllrt??atgrjsr;gsres

. ' the number of total completed units. The default number is - :
Section 504- 0 1 Numeric char for
accessible: ' Single-address
TOTAL
PERIOD OF : ; 2 Numeric
AFFORDABILITY: Enter the number of years of the PJ-imposed period of characters

PJ-imposed period
of affordability

affordability only if the number of years is longer than the
regulatory minimum. If in perpetuity, enter 99.

F1=HELP

Position cursor on the PJ-imposed period of affordability or
Energy Star field. Press <F1> Help for the information on
what to enter in the Period of Affordability or Energy Star
field.

F7=PREV

Press to go to the previous screen. From the COMPLETE
HOMEBUYER ACTIVITY: UNITS screen, the previous
screen is the COMPLETE HOMEBUYER ACTIVITY.
Entries will not be saved.

F8=NEXT

Press to go to the next screen. From the COMPLETE
HOMEBUYER ACTIVITY: UNITS screen, the next
screen is the COMPLETE HOMEBUYER ACTIVITY:
COSTS screen. Entries will be saved.

Press <Enter> to display the COMPLETE HOMEBUYER ACTIVITY: COSTS screen
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COMPLETE HOMEBUYER ACTIVITY: COSTS HBO4
Grantee Activity ID  XXXXXXXXXXXXXXXXXX IDIS Activity ID zzzzzz9
Activity Name XXXHKIXXKKIHKKIHKKXXKKI XK KX X KKX XK KX XKXXXX
Activity Address HOXHKRKIXKHIKIHKKIHKKKIHKKKIHHKKIHKKKIHKHKKIXHKKIHXHKKIKXXKKX XK KXX
Purchase Price Value After Rehab
1. HOME FUNDS (Including PIl) Totals
a. PROPERTY COSTS Amortized Loan
Grant
Deferred Payment Loan
Other 99,999,999.99
b. DOWNPAYMENT Amortized Loan
ASSISTANCE Grant
Deferred Payment Loan
Other 99,999,999.99
HOME Funds Disbursed 99,999,999.99 HOME Total 99,999,999.99

To display alternate screen, press <F15>.
F3=VALDT F4=MAIN MENU F5=PR0OJ INFO F7=PREV F8=NEXT F9=SAVE F15=ALT

Note: The VALUE AFTER REHAB field is displayed only if the ACTIVITY TYPE on the
Set Up Homebuyer Activity screen is 4 (Acquisition & Rehab).

How To Fill-In the As indicated, type in the amount of funds in dollars and cents. If the
COMPLETE information does not completely fill the field, press <Tab> to go to the
HOMEBUYER next field.

ACTIVITY COSTS After entering the information in the fields on this screen, press <Enter>
screen: to save the information and go to the next screen.

Note: If you do not enter decimal points and cents, IDIS will populate
the field with the whole dollar amount entered and .00 when the
information is saved, but the Total HOME Funds must match the Home
FUNDS Disbursed — to the penny.

Note: An amount is to be entered in PUBLIC FUNDS or PRIVATE FUNDS before
being able to change status to complete.
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DATA FIELD REQ’D DESCRIPTION VALID
ENTRIES
Grantee Activity Carried forward from the Setup Activity Screen Protected field
ID (COAMAOL).
IDIS Activity Carried forward from the Setup Activity Screen Protected field
ID (COAMAOL).
Activity Name Carried forward from the Setup Activity Screen Protected field
(COAMAOL).
Activity Address Displayed from information entered in setup. Protected field
Purchase Price Enter the price paid by the homebuyer for the property as 9999999
4 evidenced on the deed or HUD1. IDIS will display a
message warning if the price appears to exceed the 203(b)
single-family mortgage limits for the county indicated in the
address at activity setup.
Value After Rehab If the activity is Acquisition/Rehab, this field will be 9999999
displayed for input. Enter the estimated appraised value
after any repair. IDIS will display a warning message if the
Value after Rehab appears to exceed the 203(b) single-
family mortgage limits for the county indicated in the
address at activity setup.
(ﬁh?l?%EFPL:)NDS Enter the amount of HOME funds provided in the form of 99,999,999.99
3 PROPERTY an amortized or direct loan.
COSTS
Amortized Loan
L. HOME FUNDS Enter the amount of HOME funds provided that do not have 99,999,999.99
(Including P1) any repayment requirements. A grant may be used to reduce
a. PROPERTY Y - .
the principal amount borrowed, a principal reduction
COSTS A . .
Grant payment, or the e_ffectlve |r_1t(_erest rate (an interest subsidy
payment) on a privately originated loan.
1. HOME FUNDS Enter the amount of HOME funds provided through loans 99,999,999.99
g HSILUSLHSRP_& where payment of principal and interest is deferred until a
CfOSTS future time. A deferred payment loan is also called a
Deferred Pa conditional grant (e.g., repayment is required when the
yment . ; A
Loan property is sold, or is forgiven if the owner does not sell the
property for a specified number of years or repayment of
principal and interest starts after the bank loan is repaid).
1. HOME FUNDS 99,999,999.99

Enter the total amount of HOME funds provided for subsidy

(In;;ugLngRP_ll_)Y funding that is other than the type of loan/grant assistance

%OSTS identified above.

Other

Totals Protected field

IDIS automatically totals the HOME FUNDS for
PROPERTY COSTS. For CHDO (CR) activities,
designated by answering “Y” to the question on the CHDO
Questions screen at setup, this total must be greater than
zero if DOWNPAYMENT ASSISTANCE funds have been
provided.
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DATAFIELD REQ’D DESCRIPTION VALID
ENTRIES
1 HOME FUNDS Enter the amount of HOME funds, if any, provided as 99,999,999.99
E)Includmg PI) downpayment assistance to the homebuyer as an amortized
DOWNPAYMENT loan.
ASSISTANCE Note: Do not include funds provided as construction
Amortized Loan financing. Construction financing is to be reported as
HOME funded PROPERTY COSTS, PUBLIC or
PRIVATE FUNDS.
%I.nlzlaé\glri]';Llj)NDs Enter the amount of HOME funds provided for 99,999,999.99
b downpayment assistance to the homebuyer, if any, which do
D‘ OWNPAYMENT not have any repay_ment requirements. A gran_t may be used
ASSISTANCE to redqce the principal amount bprrgwed, a prmmpa_l
Grant reduction payment, or the effective interest rate (an interest
subsidy payment) on a privately originated loan.
Note: Do not include funds provided as construction
financing. Construction financing is to be reported as
HOME funded PROPERTY COSTS, PUBLIC or
PRIVATE FUNDS.
1. HOME FUNDS Enter the amount of HOME funds provided for 99,999,999.99
I(jlncludmg PI) downpayment assistance, if any, through loans where
DbWNPAYMENT p_ayment of principal and interes_t is deferred until a fqture
ASSISTANCE time. A deferred paym_ent Iogn is also called a condl'FlonaI
Deferred Payment grant (e.g., repayment is required when the property is sold,
Loan or is forgiven if the owner does not sell the property for a
specified number of years or repayment of principal and
interest starts after the bank loan is repaid).
Note: Do not include funds provided as construction
financing. Construction financing is to be reported as
HOME funded PROPERTY COSTS, PUBLIC or
PRIVATE FUNDS.
1. HOME FUNDS 99,999,999.99

(Including PI)
b

DOWNPAYMENT

Enter the total amount of HOME funds provided for
downpayment assistance that is other than the type of
loan/grant assistance identified above.

ASSISTANCE Note: Do not include funds provided as construction
Other financing. Construction financing is to be reported as
HOME funded PROPERTY COSTS, PUBLIC or
PRIVATE FUNDS.
Totals IDIS automatically totals the HOME FUNDS for Protected field
DOWNPAYMENT ASSISTANCE.
Note: To be counted as an ADDI activity, an amount must
be entered as HOME Downpayment assistance.
ggmignds IDIS displays the actual funds drawn. The HOME Funds | Protected field

Disbursed is provided on this screen so that the user can see
the funds to be entered as amortized loans, grants, deferred
payment loans or other.
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DATAFIELD | REQD DESCRIPTION VALID
ENTRIES
HOME Total IDIS automatically totals the HOME FUNDS for Protected field

PROPERTY COSTS and DOWNPAYMENT
ASSISTANCE. The HOME total must exactly match the
HOME funds disbursed.

Fr=PREV Press to go to the previous screen. From the Complete

Homebuyer Activity: Costs screen, the previous screen is
the Complete Homebuyer Activity: Units screen. Entries
will not be saved.

F8=NEXT Press to go to the next screen. From the Complete

Homebuyer Activity Cost screen (HB04), the next screen is
the second page of the Complete Homebuyer Activity:
Costs screens. Entries will be saved.

FIS=ALT Press to go to the alternate COMPLETE HOMEBUYER
ACTIVITY: COSTS screen. This key toggles between the
different costs screens. The same cost data will be shown
on both versions. The last version displayed to the user will
be presented when the user next visits the screen.

Press <Enter> to display the next Costs screen.
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COMPLETE HOMEBUYER ACTIVITY: COSTS HBO5
Grantee Activity ID  XXXXXXXXXXXXXXXXXX IDIS Activity ID zzzzzz9
Activity Name XXXHKIXXKKIHKKIHKKXXKKI XK KX X KKX XK KX XKXXXX
Activity Address HOXHKRKIXKHIKIHKKIHKKKIHKKKIHHKKIHKKKIHKHKKIXHKKIHXHKKIKXXKKX XK KXX
Totals
1. HOME FUNDS SUMMARY a. Property Costs 99,999,999.99
(Including PI) b. Downpayment 99,999,999.99
Assistance 99,999,999.99
2. PUBLIC FUNDS Other Federal Funds
State/Local Funds
Tax-Exempt Bond Proceeds 99,999,999.99
3. PRIVATE FUNDS Private Loans
Owner Cash Contributions
Private Grants 99,999,999.99
HOME Funds Disbursed 99,999,999.99 Activity Total 99,999,999.99

To display alternate costs screen, press <F15>.
F3=VALDT F4=MAIN MENU F5=PR0OJ INFO F7=PREV F8=NEXT F9=SAVE F15=ALT

How To Fill-In the As indicated, type in the amount of funds in dollars and cents. If the

COMPLETE information does not completely fill the field, press <Tab> to go to the
next field.

HOMEBUYER

ACTIVITY COSTS After entering the information in the fields on this screen, press <Enter>

screen: to save the information and go to the next screen.

Note: If you do not enter decimal points and cents, IDIS will populate the
field with the whole dollar amount entered and .00 when the information
is saved.
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DATAFIELD | REQ’D DESCRIPTION VALID
ENTRIES
Grantee Activity Carried forward from the Setup Activity Screen Protected field
ID (CO4MADOL).
IDIS Activity Carried forward from the Setup Activity Screen Protected field
ID (CO4MADOL).

Activity Name

Carried forward from the Setup Activity Screen
(CO4MADOL).

Protected field

Activity Displayed from information entered in setup. Protected field

Address

1. HOME IDIS displays in this field the total amount of HOME Funds | Protected field

FUNDS entered on the first (previous) costs screen for Property

SUMMARY Costs.

(Including PI)

a. Property

Costs

1. HOME IDIS displays in this field the total amount of HOME Funds | Protected field

FUNDS entered on the first (previous) cost screen for Downpayment

SUMMARY Assistance.

(Including PI)

b.

Downpayment

Assistance

Totals IDIS displays the HOME FUNDS for PROPERTY COsTs | Protected field
and DOWNPAYMENT ASSISTANCE.

IZZUPI\lIJ[)BSLIC Enter the amount of other federal funds. Exclude any 99,999,999.99

Other Federal
Funds

HOME funds expended.

IZ:'UPI\LIJ[?SLIC Enter the amount of funds appropriated by State or Local 99,999,999.99

State/Local governments for the property.

Funds

IZ:UPI\LIJ[?SLIC Enter the amount of funds provided to the property through 99,999,999.99
tax-exempt bond proceeds.

Tax-Exempt

Bond Proceeds

Totals

IDIS automatically totals and displays the PUBLIC FUNDS.

Protected field

3. PRIVATE
FUNDS
Private Loans

Enter the amount of all of the costs that have been paid with
funds obtained from private financial institutions, such as
banks, savings and loans, and credit unions. This could be
the homeowner’s first mortgage.

99,999,999.99

3. PRIVATE Enter the amount of all cash contributions provided by the 99,999,999.99
FUNDS property owner.

Owner Cash

Contributions

I:i'upl\lﬁlj\éATE Enter the amount of cash contributions provided by private 99,999,999.99

Private Grants

organizations, foundations, donors, etc.
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DATAFIELD | REQ’D DESCRIPTION VALID
ENTRIES
Totals IDIS automatically totals and displays the PRIVATE Protected field
FUNDS.
BOQAE F(;mds IDIS displays the actual funds drawn. The HOME Funds Protected field
Isburse Disbursed is provided on this screen so that the user can see
the funds to be entered as amortized loans, grants, deferred
payment loans or other.
Activity Total Total of the amounts entered in Sections 1-4 as calculated by | Protected field
IDIS.
F7=PREV Press to go to the previous screen. From the Complete
Homebuyer Activity: Costs screen, the previous screen is
the first page of the Complete Homebuyer Activity: Costs
screens. Entries will not be saved.
F8=NEXT Press to go to the next screen. From the Complete
Homebuyer Activity: Costs screen, the next screen is the
Complete Homebuyer Activity: Beneficiaries screen.
Entries will be saved.
F15=ALT
Press to go to the alternate COMPLETE HOMEBUYER
(SHIFT-F5) g

ACTIVITY: COSTS screen. This key can be used to toggle
between the different versions of the costs screens.
Homebuyer Activity Costs will be shown on both versions of
the screen and can be changed on either version of the
screen. The version of the Costs screen last used will be
presented the next time the activity is visited.

Press <Enter> to display the Complete Homebuyer Activity: Beneficiaries screen.
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COMPLETE HOMEBUYER ACTIVITY: COSTS HBO6

Grantee Activity ID  XXXXXXXXXXXXXXXXXX IDIS Activity ID zzzzzz9
Activity Name
Activity Address

Purchase Price

.9,0.9,9,0.9,9,0,9.0,0,0.0,0,0.9,0,0.9,0,0,9.0,0,0.0,0,0.9,0,0.9,0,0,0,0,0,0.0,¢
. 9,9,9,0,0,0,0.9.9,9,9,0,0,0,0,0,0.9.9,9,0,0,0,0,0,0.9.9.9,0,0,0,0,0,0.9.9.9,0,0,0,0,0,0,0.9,9,0,0,0,¢

Value After Rehab

Source Form of * Source Codes
of Funds Assistance Amount 1 HOME property costs
_ _ 2 HOME downpayment assistance
. . 4 Other federal funds
_ _ 5 State/local funds
_ _ 6 Tax-exempt bond proceeds
_ _ 7 Private loans
_ _ 8 Owner cash contributions
. . 9 Private grants
_ _ * Forms of HOME Assistance
_ 1 Amortized loan
Activity Total 2 Grant
3 Deferred payment loan
Total HOME funds 99,999,999.99 5 Other

HOME funds disbursed 99,999,999.99
To display alternate costs screen, press <F15>.
F3=VALDT F4=MAIN MENU F5=PR0OJ INFO F7=PREV F8=NEXT F9=SAVE F15=ALT

Note: The VALUE AFTER REHAB field is displayed for Acquisition/Rehab activities.

How To Fill-In the

COMPLETE
HOMEBUYER

ACTIVITY: COSTS
Alternate Screen:

This screen is provided as an alternate to the previously described
Homebuyer Activity Costs screen. Costs can be reported by entering
Source and Forms of Assistance Codes. The explanation of the fields is
the same

After entering the information in the fields on this screen, press <Enter>
to save the information and go to the next screen.

Homebuyer Activity Costs will be shown on both versions of the screen
and can be changed on either version of the screen.

Note: The version of the Costs screen last used will be presented the next time the
activity is visited.

DATAFIELD | REQ’D DESCRIPTION VALID
ENTRIES

Grantee Activity Carried forward from the Setup Activity Screen Protected field
ID (CO4MAO01).

IDIS Activity Carried forward from the Setup Activity Screen Protected field
ID (CO4MAO0L).

Activity Name Carried forward from the Setup Activity Screen Protected field
(C0O4MAO01).

Activity Carried forward from the Setup Activity Screen Protected field
Address (COAMAO01L).
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DATA FIELD | REQ’D DESCRIPTION VALID
ENTRIES
Purchase Price The purchase price entered on the Complete Homebuyer 9999999
Activity: Costs screen is displayed and can be changed on
this screen. IDIS will display a message warning if the price
appears to exceed the 203(b) single-family mortgage limits
for the county indicated in the address.
Value After The Value After Rehab entered on the Complete Homebuyer | 9999999
Rehab Activity: Costs screen is displayed. If the activity is

Acquisition/Rehab and can be changed on this screen. IDIS
will display a message warning if the price appears to exceed
the 203(b) single-family mortgage limits for the county
indicated in the address.

Source of Funds

The Source of Funds entered on both screens HB04 and
HBO5 is displayed and can be changed on this screen.

1,2,4,5,6,7,8,9

io”.“ of Form of Assistance entered on both screens HB04 and HBO5 12,35
ssistance is displayed and can be changed on this screen
Amount Amount Entered on both screens HB04 and HBO5 is 99,999,999.99
displayed and can be changed on this screen
Activity Total IDIS automatically totals the amount. Protected field
;Lor;[gls HOME IDIS automatically totals the HOME funds. Protected field
BOE/IE F(;mds IDIS displays the actual funds drawn. The HOME Funds Protected field
ISburse Disbursed is provided on this screen so that the user can see
the funds to be entered as amortized loans, grants, deferred
payment loans or other.
Fr=PREV Press to go to the previous screen. From the Complete
Homebuyer Activity Cost screen, the previous screen is the
Complete Homebuyer Activity: Units screen (HB04).
Entries will not be saved.
F8=NEXT Press to go to the next screen. From the Complete
Homebuyer Activity Cost screen (HBO06), the next screen is
the Complete Homebuyer Activity: BENEFICIARIES
screen. Entries will be saved.
F15=ALT
Press to go to the alternate COMPLETE HOMEBUYER
(SHIFT-F5) g

ACTIVITY: COSTS screen. This key can be used to toggle
between the different versions of the costs screens.
Homebuyer Activity Costs will be shown on both versions of
the screen and can be changed on either version of the
screen. The version of the Cost screen last used will be
presented the next time the activity is visited.

Press <Enter> to display the next screen .
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C

Grantee Activity
Activity Name
Activity Address

# of
Bdrms

c
=]
~+
H

111

HOMEBUYER Firs
Comi
Rece

FOR VACANT UNITS
F1=HELP F3=VALD

OMPLETE HOMEBUYER ACTIVITY: BENEFICIARIES HBO7
ID IDIS Activity ID
Occu-  —=—————-- HOUSEHOLD-------- Asst Total

pant %Med Hisp? Race Size Type Type Monthly Rent

t-time homebuyer(Y/N)? _
ng from subsidized housing(Y/N)? _
iving: _
1 No counseling 3 Post-counseling
2 Pre-counseling 4 Both

: Enter Unit# and # of Bdrms. Change Occupant to 9.
T F4=MAIN MENU F5=PROJ INFO F7=PREV F8=NEXT F9=SAVE

Note: The number of input lines displayed is the same as the number of COMPLETED

HOME-ASSISTED UN

ITS on the Compete Homebuyer Activity screen. On the first

input line, IDIS will default the OCCUPANT to 2 (owner) and Assistance Type to 4. If
there is more than one unit, the user must enter 1 (tenant) or 9 (vacant).

Note: The “FOR VACANT UNITS...” message is shown whenever an error message is

not displayed.

How To Fill-In the
COMPLETE
HOMEBUYER
ACTIVITY
BENEFICIARIES
screen:

Fill-In one line for each unit assisted with HOME funds and enter one
code in each block. Press <F1> Help for a list of choices and codes to
enter. For an unoccupied unit, enter unit number, number of bedrooms
and occupancy as “9” vacant. The cursor will then go to the next line to
enter information on the next unit.

Where indicated, type in the codes and enter the rent amount. If the
information does not completely fill the field, press <Tab> to go to the
next field.

After entering the information in the fields on this screen, press <Enter>
to save the information and go to the HOME Menu.

DATA FIELD | REQ’D DESCRIPTION VALID
ENTRIES

Grantee Activity Carried forward from the Setup Activity Screen Protected field

ID (CO4MADOL).

IDIS Activity Carried forward from the Setup Activity Screen Protected field

ID (CO4MADOL).
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DATA FIELD

REQ'D

DESCRIPTION

VALID
ENTRIES

Activity Name

Carried forward from the Setup Activity Screen
(COAMAOQL).

Protected field

Activity
Address

Displayed from information entered in setup.

Protected field

Unit #

Enter the unit number of each unit assisted with HOME
funds

Unit number

# of Bdrms

Enter 0 for a single room occupancy (SRO) unit or for an
efficiency unit, 1 for 1 bedroom, 2 for 2 bedrooms, etc.

0,1,23,4,5

Occupant

IDIS will enter the Occupant Code of 2, owner, on the first
line. For additional HOME units at this address, Enter 1 if
the unit is occupied by a tenant or 9 if vacant.

1,29

HOUSEHOLD
% Med

For each occupied unit, enter one code based on the
following definitions:

1. 0-30 Percent of Area Median means a household whose
adjusted income is at or below 30 percent of the median
family income for the area as determined by HUD with
adjustments for smaller and larger families.

2. 30-50 Percent of Area Median means a household whose
adjusted income exceeds 30 percent and does not exceed
50 percent of the median family income for the area as
determined by HUD with adjustments for smaller and
larger families.

3. 50-60 Percent of Area Median means a household whose
adjusted income exceeds 50 percent and does not exceed
60 percent of the median family income for the area as
determined by HUD with adjustments for smaller and
larger families.

4. 60-80 Percent of Area Median means a household whose

adjusted income exceeds 60 percent and does not exceed
80 percent of the median family income for the as
determined by HUD with adjustments for smaller and
larger families.

1,2,3,4

HOUSEHOLD
Hisp?

For each occupied unit, enter the ethnicity for the head of
household as either Y for Hispanic or Latino or N for Not
Hispanic or Latino. Hispanic or Latino race is defined as a
person of Cuban, Mexican, Puerto Rican, South or Central
American, other Spanish culture or origin, regardless of race.
The term, “Spanish origin,” can be used in addition to
“Hispanic of Latino.”

Y orN

HOUSEHOLD
Race

For each occupied unit, enter one code only for the head of
the household based on the following definitions:
11. White. A person having origins in any of the original
peoples of Europe, North Africa, or the Middle East.
12. Black/African American. A person having
origins in any of the black racial groups of Africa.
Terms such as “Haitian” or “Negro” can be used in
addition to “Black or African American.”
13. Asian. A person having origins in any of the original

11, 12, 13, 14, 15,
16, 17, 18, 19, 20
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DATAFIELD | REQ’D DESCRIPTION VALID
ENTRIES

peoples of the Far East, Southeast Asia, or the Indian
subcontinent including, for example, Cambodia,
China, India, Japan, Korea, Malaysia, Pakistan, the
Philippine Islands, Thailand and Vietnam.

14. American Indian/Alaska Native. A person
having origins in any of the original peoples of North
and South America (including Central America), and
who maintains affiliation or community attachment.

15. Native Hawaiian/Other Pacific Islander. A
person having origins in any of the original people of
Hawaii, Guam, Samoa or other Pacific Islands.

16. American Indian/Alaska Native & White. A
person having these multiple race heritages as defined
above.

17. Asian & White. A person having these multiple race
heritages as defined above.

18. Black/African American & White. A person
having these multiple race heritages as defined above.

19. American Indian/Alaska Native & Black/
African American. A person having these multiple
race heritages as defined above.

20. Other Multi Racial. For reporting individual
responses that are not included in any of the other
categories listed above.

HOUSEHOLD | ¥ Enter the appropriate number of persons in the household: 1, 1,2,3,4,56,7,8

Size 2,3,4,5,6,7, or 8 or more persons (for households or more

than 8, enter 8).
HOUSEHOLD | Vv For each occupied unit, enter one code only based on the | 1,2, 3,4,5
Type following definitions:

1. Single, non-elderly. One-person household in
which the person is not elderly.

2 Elderly. One or two person household with a
person at least 62 years of age.

3 Single Parent. A single parent household with a
dependent child or children (18 years old or
younger).

4 Two Parents. A two-parent household with a
dependent child or children (18 years old or
younger).

5 Other. Any household not included in the above 4
definitions, including two or more unrelated
individuals.

Asst Type v For the homebuyer, enter code 1 if the owner is receiving | 1, 2, 3, 4

Section 8 Assistance to purchase the property or code 4 if the
buyer is receiving no assistance.

Enter one code only to indicate the type of assistance, if any,
being provided to each tenant.
1. Section 8. Tenants receiving Section 8 assistance
through the Section 8 Certificate Program under 24
CFR part 882 or the Section 8 Housing Voucher
Program under 24 CFR part 887.
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DATAFIELD | REQ’D DESCRIPTION VALID
ENTRIES
2. HOME TBRA. Tenants receiving HOME tenant-
based rental assistance.
3. Other federal, state or local assistance. Tenants
receiving rental assistance through other Federal,
State or local rental assistance programs.
4. No Assistance. Self-explanatory
-FI;OtiI Monthly | v Enter the total monthly rent (tenant contribution plus subsidy | $5%%%
en amount). Tenant Contribution: The actual rent to the nearest
dollar including utilities. If the rent includes utilities, or if
the rent includes partial utilities, e.g., heat, but not electricity,
these utility costs must be added to the rent. Compute utility
costs for the area (and in the case of partial utilities, compute
costs for utilities excluded from the rent), by using the utility
allowance schedule provided by the local Public Housing
Authority. Subsidy Amount: The amount that the tenant
receives as a rent subsidy payment (including any utility
allowances paid directly to the tenant) to the nearest dollar.
If a tenant does not receive a tenant subsidy payment, the
amount would be zero.
E_OI:/I_EBUYER: v To be answered Y if it is the first time homebuyer and N if | ¥ ©" N
Irst-11me not. To be counted as an ADDI activity, the question must
Homebuyer be answered Y
(YIN)? '
HOMEBUYER: v Enter “Y” if homebuyer previously lived in subsidized YorN
Coming from housing
subsidized ' )
housing(Y/N)? Enter ‘N’ otherwise.
:OM%BUYER: v Enter one code only to indicate whether the homebuyer 1,234
omebuyer received:
receiving:
1. No counseling
2. Pre-counseling
3. Post-counseling
4. Both
FI=HELP Position cursor on the subsidized housing field. Press <F1>
Help for the information on what to enter in the fields.
Fr=PREV Press to go to the previous screen. From the Beneficiaries
screen, the previous screen is the Complete Homebuyer
Activity: Costs screen. Entries will not be saved.
F8=NEXT

Press to go to the next screen. From the Complete
Homebuyer Activity: Beneficiaries screen, the next screen is
the Home Menu. Entries will be saved.

Press <Enter> to display the Home Menu screen.
Note: The last step is to return to the common path Set Up Activity screen to change the status code to “Complete.”
Before doing this, check to make sure that the activity is in the condition to complete by going to Review Activity

Status from the HOME menu. See Section 9.3.
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9.13Set Up Homeowner Rehab Activity

HOME MENU HMOO
Grantee Activity ID  XXOOXXXXXXXXXXXXXX IDIS Activity ID zzzzzz9
Activity Name XXX HKHKKIIIXIHHHKHKHKIIIX XK HKHKKIIX XXX KKK XXXX

SET UP ACTIVITY

Rental

Homebuyer

Homeowner Rehab

Tenant-Based Rental Assistance (TBRA)
Activity Funded Only with AD/CO/CC

mooOw>

REVIEW ACTIVITY
F Review Activity Status
G Search Activities

COMPLETE ACTIVITY
H Costs & Beneficiaries
I Costs Only
J Beneficiaries Only

Type selection and press <ENTER> Change to Activity ID
F4=MAIN MENU F7=PREV F10=GO TO REVISE ACTIVITY
Homeowner Rehab Enter C to go to the HOME screens to set up a Homeowner Rehab activity.

Only those screens and fields related to homebuyer activities are presented.
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ACTIVITY SETUP: OBJECTIVE AND OUTCOME HMO1-A

Grantee Activity ID IDIS Activity ID
Activity Name
OBJECTIVE _

1 Create suitable living environments

2 Provide decent affordable housing

3 Create economic opportunities
OUTCOME

Availability/accessibility
Affordability
Sustainability

WN R

F1=HELP F3=VALDT F4=MAIN MENU F5=PROJ INFO F7=PREV F8=NEXT F9=SAVE

How To Fill-In the On this screen you indicate the primary objective and outcome of the
ACTIVITY SET UP: services your activity is designed to provide.
Obijective and Where appropriate, type in the following data. (If the data typed does not

fill the field, or you do not need to complete the field, press <Tab> to go

Outcome screen: !
to the next field.)

When you have completed the fields on this screen, press <Enter> to
save the information and go to the next screen (Special Characteristics).
1. Type 1, 2, or 3 to describe your objective.

2. Type 1, 2, or 3 to describe your outcome.
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DATAFIELD | REQ’D DESCRIPTION VALID
ENTRIES
Grantee Activity Carried forward from the Setup Activity Screen Protected field
ID (CO4MADOL).
IDIS Activity Carried forward from the Setup Activity Screen Protected field
ID (CO4MADOL).

Activity Name

Carried forward from the Setup Activity Screen
(CO4MADOL).

Protected field

OBJECTIVE

Enter 1, 2, or 3 to indicate your project’s intended objective.

If Objective is left blank by the user, the system will default
to “2”

1,2,0r3

OUTCOME

Enter 1, 2, or 3 to indicate your project’s intended outcome.

If Outcome is left blank by the user, the system will default
to “2”

1,2,0r3

F7=PREV

Press to go to the previous screen. From the ACTIVITY
SETUP OBJECTIVE AND OUTCOME screen, the previous
screen is the HOME MENU screen. Entries will not be
saved.

F8=NEXT

Press to go to the next screen. From the ACTIVITY SETUP:
OBJECTIVE AND OUTCOME screen, the next screen is the
SET UP ACTIVITY: SPECIAL CHARACTERISTICS.
Entries will be saved.

Press <Enter> to go to the SET UP ACTIVITY: SPECIAL CHARACTERISTICS screen.
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SET UP ACTIVITY: SPECIAL CHARACTERISTICS HMO1-B
Grantee Activity ID IDIS Activity ID
Activity Name
ACTIVITY Type "Y" next to any that apply:

LOCATION

CDBG strategy area

Local target area

Presidentially declared major disaster area
Historic preservation area

Brownfield redevelopment area

Conversion from non-residential to residential use
Colonia

FAITH-BASED Will this activity be carried out by a faith-based
ORGANIZATION organization (Y/N)? _

F1=HELP F3=VALDT FA=MAIN MENU F5=PROJ INFO F7=PREV F8=NEXT 9=SAVE

How To Fill-In the SET  Where appropriate, type in the following data. (If the data typed does not
UP ACTIVITY: Special fill the field, or you do not need to complete the field, press <Tab> to go

Characteristics to the next field.)

When you have completed the fields on this screen, press <Enter> to

Screen: : .
save the information and go to next screen.
DATA FIELD REQ’D DESCRIPTION VALID
ENTRIES
Grantee Activity Carried forward from the Setup Activity Screen Protected field
ID (CO4MAO01).
IDIS Activity Carried forward from the Setup Activity Screen Protected field
ID (C04MAO01L).
Activity Name Carried forward from the Setup Activity Screen Protected field
(C04MAO01L).
ﬁgg,IA\\{I!BN v Enter Y or N to indicate whether or not your activity is in YN

any of the following locations:

CDBG strategy area

Local target area

Presidentially declared major disaster area

Historic preservation area

Brownfield redevelopment area

Conversion from non-residential to residential use
Colonia [The COLONIA field is displayed only if the
activity is located in Arizona, California, New Mexico,
or Texas]

All default to “N.”
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DATA FIELD REQ’D DESCRIPTION VALID
ENTRIES

FAITH-BASED Y/N
ORGANIZATION: | ¥
Will this activity

be carried out by a

Enter Y or N to indicate whether or not activity carried out
by faith-based organization.

faith-based

organization

(YIN)?

F1=HELP Pasition cursor on the field where Help is needed. Press
<F1> Help for the detail description of special
characteristics.

Fr=PREV Press to go to the previous screen. From the SPECIAL
CHARACTERISTIC screen, the previous screen is the
ACTIVITY SETUP OBJECTIVE AND OUTCOME
screen. Entries will not be saved.

F8=NEXT

Press to go to the next screen. From the SET UP
ACTIVITY: SPECIAL CHARACTERISTICS screen, the
next screen is the SETUP HOMEOWNER REHAB
ACTIVITY. Entries will be saved.

Press <Enter> to go to the SETUP HOMEOWNER REHAB ACTIVITY screen.
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Grantee Activity ID
Activity Name

ACTIVITY TYPE

PROPERTY ADDRESS
Homeowner”s Name
Street

City

County Code

ACTIVITY ESTIMATES

SET UP HOMEOWNER REHAB ACTIVITY HOO1

XXXXXXX XX KX XX XX XXX IDIS Activity ID zzzzzz9
XXXHKKXXKKXXHKKXXKKXXKKXXKKXXKKXXKKXXKKXXX

1 Rehab Only

St Zip -

99999

HOME Units HOME Cost

MULTI-ADDRESS (Y/N)? _

LOAN GUARANTEE(Y/N)?

F1=HELP F3=VALDT F4=MAIN MENU F5=PROJ INFO F7=PREV F8=NEXT FO=SAVE

How To Fill-In the SET
UP HOMEOWNER
REHAB ACTIVITY

Where indicated, type in the answers to the questions. If the information
does not completely fill the field press <Tab> to go to the next field.
After entering the information in the fields on this screen, press <Enter>
to save the information and go to the next screen.

Screen:
DATAFIELD | REQ’D DESCRIPTION VALID
ENTRIES
Grantee Activity Carried forward from the Setup Activity Screen Protected field
ID (CO4AMAO1L).
IDIS Activity Carried forward from the Setup Activity Screen Protected field
ID (CO4MAO1L).
Activity Name Carried forward from the Setup Activity Screen Protected field
(CO4AMAO1L).
ACTIVITY Protected field

TYPE

1 — Rehab Only is displayed by IDIS. When Homeowner
Rehab is selected on the HOME Menu, Rehabilitation Only
is the only permitted activity type.

Rehabilitation Only is defined as follows: A HOME-assisted
rehabilitation activity that did not include acquisition of real
property. Such activities may have involved (a) repairs or
improvement of residential unit(s) to bring the unit(s) up to
the property standards required by 24 CFR 92.251; (b) the
reconfiguration of a structure to reduce the total units in
order to increase the number of large family units, (c) the
addition of a room or rooms (e.g., bedroom or bathroom)
outside the existing walls for purposes of meeting occupancy
or code standards and (d) the adding of a unit or units within
the existing structure.
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PROPERTY
ADDRESS
Homeowner’s
Name

This is an optional field. Type the homeowner’s name. For
multi-address activities leave blank.

Homeowner’s name
or blank

PROPERTY Displayed from information entered in the common path Street, City, State,
ADDRESS screen (CO4MAO1). Can be changed by the user. Zip Code
Street, City, St,
Zip
ZFE)(IDDFI’QEERSEY Enter county code. A list of all county codes in the Numeric
County Code Participating Jurisdiction’s State will be listed on the F1 —
y Help. Select the county where the HOME-Assisted property
is located.
ég'ITIII\\A/,IA-\r'IYES Enter the estimated number of units (upon completion) that | NUmeric
HOME Units will receive HOME assistance. If a single address activity,
: the HOME Units must be 4 or less.
ésc.'l-'rlll\\/l/,lb-\r'l}(ES Enter the total amount of HOME funds requested for the 9,999,999,999
HOME Cost activity. If the cost per unit is below $1,000, the estimate
will need to be increased before being allowed to change the
status code to complete.
,IXII;”D_;:ESS Enter N if there is one property address for the activity or YorN
YIN)? <Tab> to next field and the system will automatically
(Y/N)? populate the field as N.
Enter Y, if there is more than one property or building
address for the activity.
See the Multi-Address section if you want to set up and
complete a multi-address activity.
(LB(L)JQEANTEE Enter Y if the property has a loan guarantee and enter N if YorN
(YIN)? not or <Tab> to next field and the system will automatically
' populate the field as N.
F1=HELP The only help available from this screen is for the County
code field. Press to obtain a list of counties. Select the
county where the HOME-Assisted property is located.
FI=PREV Press to go to the previous screen. From the Homeowner
Rehab Set Up screen, the previous screen is the HOME
Menu screen. Entries will not be saved.
F8=NEXT

Press to go to the next screen. For single address
Homeowner Rehab Set Up activities, the next screen is the
HOME Menu screen. For multi-address Homeowner Rehab
Set Up activities, the next screen is the Set Up Homeowner
Rehab: Contractor screen. Entries will be saved.

Press <Enter> to display the HOME Menu screen for single address or to display the Set Up Homeowner Rehab:
Contractor screen for multi-address.
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9.14Next Steps — After HOME Homeowner Rehab Activity
Is Set Up
After setting up the HOME Homeowner Rehab Activity, the user can review Activity Status,
fund, or draw funds by performing the appropriate steps as follows:

e Press <Enter> to return to HOME Menu
e Select <F> Review Activity Status to check set up information

Q

Press <F4> to go to the Main Menu

To Fund the activity, see Chapter 5

To Draw funds, see Chapter 7

Return to the HOME Menu

Complete the activity by selecting H at the HOME Menu for the Complete Homeowner
Rehab Activity screens

Note: Checking to make sure that the set up information is complete on the Review Activity
Status Screen confirms that the activity is in the condition to be able to be funded and drawn in
IDIS.
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9.15Complete Homeowner Rehab Activity

Information must be entered into all required fields in order to complete a HOME activity. Press
<F3>, <F9> or <Enter> to view the required fields in red.

Grantee Activity ID
Activity Name
Activity Address
ACTIVITY TYPE

PROPERTY TYPE

COMPLETED UNITS

COMPLETE HOMEOWNER REHAB ACTIVITY HO03

XOKXKXHKXHKXKX KX XX XXX IDIS Activity ID zzzzzz9
XXXKXXXKKIHXKIXHKXXHKXXHKKXXHKKXXHKKXXHXKXXXX
XOXXHKRXXKKIXKKIXKKIXKKIHKKIXHKKIXKKIXXKKIXXHKKXXKKXXXKXX

1 Rehab Only

1-4 Single Family 3 Cooperative
Condominium 4 Manufactured Home

N |

Total number
HOME-assisted

F3=VALDT F4=MAIN MENU F5=PROJECT INFO F7=PREV F8=NEXT FO9=SAVE

How to Fill-In the
COMPLETE
HOMEOWNER REHAB
ACTIVITY Screen:

Where indicated, type in the answers to questions. If the information
does not completely fill the field, press <Tab> to go to the next field.
After entering the information in the fields on this screen, press <Enter>
to save the information and go to the next screen.

Note: If the field requires a yes or no answer and the user presses
<TAB> to pass the field without entering a Y or N, IDIS will automatically
insert an N answer when the information is saved.
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DATAFIELD | REQ’D DESCRIPTION VALID
ENTRIES
Grantee Activity Carried forward from the Setup Activity Screen Protected field
ID (CO4AMAO01L).
IDIS Activity Carried forward from the Setup Activity Screen Protected field
ID (CO4AMAO0L).
Activity Name Carried forward from the Setup Activity Screen Protected field
(CO4AMAO0L).
Activity address Carried forward from the Setup Activity Screen Protected field
(C04MAO01) or from the change made on the Set Up Rental
Activity screen.
ACTIVITY The Activity Type, 1 — Rehab Only is displayed. Protected field
TYPE
_T_sngRTY v Indicate the type of property assisted by entering one of the 1,234
following codes:
1 - 1-4 Single Family
2 — Condominium
3 — Cooperative
4 — Manufactured Home
Sﬁll\f'l_;LETED v The estimated number of units entered at setup is displayed 4hNumer|c
Total Number at completion and can be changed at this location. IDIS characters
u accepts total units of 1 to 4 per address. The default number
of completed units is 1 if the field is blank.
COMPLETED v Enter the number of HOME-Assisted units. This number 4 Numeric
UNITS characters

HOME-Assisted

must be equal or less than the Total Number of Completed
Units.

F7=PREV Press to go to the previous screen. From the Complete
Homeowner Rehab Activity screen, the previous screen is
the HOME Menu. Entries will not be saved.

F8=NEXT

Press to go to the next screen. From the Complete
Homeowner Rehab Activity screen, the next screen is the
Complete Homeowner Rehab Activity: Units screen.
Entries will be saved.

Press <Enter> to display the Complete Homeowner Rehab Activity: Units screen.
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Grantee Activity ID

Activity Name

Activity Address

COMPLETED UNITS

OF THE UNITS COMPLETED, THE NUMBER:

PERIOD OF
AFFORDABILITY

COMPLETE HOMEOWNER REHAB ACTIVITY: UNITS HO03-A
IDIS Activity ID
Total 9999 HOME-Assisted 9999
HOME-

TOTAL ASSISTED
Meeting Energy Star standards:
Section 504 accessible:

IT you are imposing a period of affordability, enter
it below.

PJ-imposed period of affordability: __ years

F1=HELP F3=VALDT F4=MAIN MENU F5=PR0OJ INFO F7=PREV F8=NEXT F9=SAVE

How to Fill-In the

COMPLETE

HOMEOWNER REHAB
ACTIVITY Screen:

Where indicated, type in the answers to questions. If the information
does not completely fill the field, press <Tab> to go to the next field.
After entering the information in the fields on this screen, press <Enter>
to save the information and go to the next screen.

Note: If the field requires numeric and the user presses <TAB> to pass
the field without entering, IDIS will automatically insert a O when the
information is saved.

DATA FIELD REQ’D DESCRIPTION VALID
ENTRIES

Grantee Activity Carried forward from the Setup Activity Screen Protected field

ID (CO4MAD01).

IDIS Activity Carried forward from the Setup Activity Screen Protected field

ID (CO4MAD01).

Activity Name Carried forward from the Setup Activity Screen Protected field
(CO4MADOL).

Activity Address Displayed from information entered in setup. Protected field

COMPLETED Carried forward from the Complete Homeowner Rehab Protected field

UNITS: Activity screen.

TOTAL

SSIII\{'I'ZI'_ETED Carried forward from the Complete Homeowner Rehab Protected field

HOME-ASSISTED

Activity screen.
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DATA FIELD REQ’D DESCRIPTION VALID
ENTRIES
gcl:)l\-;EEEL'Jrl\ég S Enter the total number of completed units meeting Energy ghgruargteerrisc for
THE NUMBER: Star standards. The number must be equal to or less than multi-addresses.

Meeting Energy
Star standards:

the Total Number of Completed Units. The default number
of Meeting Energy Star standards is 0.

1 Numeric
character for

TOTAL Single-address
SCF)I\-I;lEEEL'JI'I\él[-)r S Enter the total number of completed HOME-assisted units ghgtjar::]t%rrlsc for
THE NUMBER: meeting Energy Star standards. It must be equal to or less multi-addresses.

Meeting Energy
Star standards:
HOME-ASSISTED

than the number of HOME-assisted units. The default
number of units meeting Energy Star standards is 0. It must
be equal to or less than the total number of units meeting
Energy Star standards.

1 Numeric char for
Single-address

OF THE UNITS Enter the total number of Section 504—accessible units. The 4 Numeric
COMPLETED, ) number must be equal to or less than the number of total chargcters for
THE NUMBER: completed units. The default number is 0 multi-addresses.
Section 504— ' ' 1 Numeric char for
accessible: Single-address
TOTAL

PERIOD OF . . 2 Numeric
AFFORDABILITY: Enter the number of years of the PJ-imposed period of characters

PJ-imposed period
of affordability

affordability only if it is longer than the regulatory
minimum. If in perpetuity, enter 99.

F1=HELP

Position cursor on the PJ-imposed period of affordability
field. Press <F1> Help for the information on Energy Star
and Period of Affordability.

F7=PREV

Press to go to the previous screen. From the Complete
Homeowner Rehab Activity screen, the previous screen is
the Complete Homeowner Rehab Activity screen. Entries
will not be saved.

F8=NEXT

Press to go to the next screen. From the Complete
Homeowner Rehab Activity: Units screen, the next screen
is the Complete Homeowner Rehab Activity: Costs screen.
Entries will be saved.

Press <Enter> to display the Complete Homeowner Rehab Activity: Costs screen.
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COMPLETE HOMEOWNER REHAB ACTIVITY: COSTS HOO04
Grantee Activity ID  XXXXXXXXXXXXXXXXXX IDIS Activity ID zzzzzz9
Activity Name XXXXXHHKKHKKIIXIXHHKKKIXXXHHKKKKIIXIX XX KKKXXXXX
Activity Address XXXXXHXHKHKHKIIIIHHKHKKKIIIIHKHKKKIIIXHKHKKHKKIIX KK KKKXXX XX XXX

Value After Rehab

Totals
1. HOME FUNDS Amortized Loan
(Including PI) Grant
Deferred Payment Loan

Other 99,999,999.99
2. PUBLIC FUNDS Other Federal Funds
State/Local Funds

Tax-Exempt Bond Proceeds 99,999,999.99
3. PRIVATE FUNDS Private Loans
Owner Cash Contributions

Private Grants 99,999,999.99

HOME Funds Disbursed 99,999,999.99 Activity Total 99,999,999.99

To display alternate costs screen, press <F15>.
F3=VALDT F4=MAIN MENU F5=PR0OJ INFO F7=PREV F8=NEXT F9=SAVE F15=ALT

How To Fill-In the As indicated, type in the amount of funds in dollars and cents. If the

COMPLETE information does not completely fill the field, press <Tab> to go to the
field.

HOMEOWNER REHAB ~"®Xfield

ACTIVITY: COSTS After entering the information in the fields on this screen, press <Enter>

screen: to save the information and go to the next screen.

Note: If you do not enter decimal points and cents, IDIS will populate the
field with the whole dollar amount entered and .00 when the information
is saved.
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DATAFIELD | REQ’D DESCRIPTION VALID
ENTRIES
Grantee Activity Carried forward from the Setup Activity Screen Protected field
ID (CO4MADOL).
IDIS Activity Carried forward from the Setup Activity Screen Protected field
ID (CO4MADOL).

Activity Name

Carried forward from the Setup Activity Screen
(CO4MADOL).

Protected field

Activity Displayed from information entered in setup. Protected field
Address
Value After This is the after rehabilitation value. Enter the dollar value 9999999
Rehab of the property. The dollar value is the appraised value of

the property before rehabilitation plus the total rehabilitation

cost (i.e., all materials, supplies, and labor costs directly

related to the rehabilitation of the property).
1. HOME Enter the amount of HOME funds provided in the form of an | 99,999,999.99
FUNDS amortized or direct loan.
(Including PI)
Amortized Loan
1. HOME Enter the amount of HOME funds provided that do not have 99,999,999.99
(FILnJé\IILEj?ng PI) any repayment requirements. A grant may be used to reduce
Grant the principal amount borrowed, a principal reduction

payment, or the effective interest rate (an interest subsidy

payment) on a privately originated loan.
1. HOME Enter the amount of HOME funds provided through loans 99,999,999.99
FUNDS where payment of principal and interest is deferred until a
(Including PI) f - .
Deferred uture time. A deferred payment loan is also called a

Payment Loan

conditional grant (e.g., repayment is required when the
property is sold, or is forgiven if the owner does not sell the
property for a specified number of years or repayment of
principal and interest starts after the bank loan is repaid).

|1:U|_||\|%I\QE Enter the total amount of HOME funds provided for subsidy 99,999,999.99
- funding that is other than the type of loan/grant assistance

(Including P1) g yp g

OthelrJ Ing identified above.

Totals IDIS automatically totals for the HOME FUNDS. Protected field

IZ:UPI\LIJ[?SLIC Enter the total amount of other federal funds expended 99,999,999.99

Other Federal
Funds

excluding HOME funds.

IZ:UPI\LIJ[?SLIC Enter th_e total amount of any State or L_ogal government 99,999,999.99
State/Local appropriated funds expended on the activity.

Funds

IZZUPI\LJJIESLIC Enter the total amount of any State or Loca_l government tax 99,999,999.99
Tax Exempt exempt bond proceeds expended on the activity.

Bond Proceeds

Totals

IDIS automatically totals for the PUBLIC FUNDS.

Protected field
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DATA FIELD | REQ’D DESCRIPTION VALID
ENTRIES
I:iUPI\TIID\éATE Enter the amount of all of the costs that have been paid with 99,999,999.99

Private Loans

funds obtained from private financial institutions, such as
banks, savings and loans, and credit unions.

3. PRIVATE Enter the amount of all cash contributions provided by the 99,999,999.99
FUNDS private owner.

Owner Cash

Contributions

IS;IUPI\ITIID\QATE Enter the amount of cash contributions provided by private 99,999,999.99

Private Grants

organizations, foundations, donors, etc.

Totals

IDIS automatically totals for he PRIVATE FUNDS.

Protected field

BOQAE Fc;mds IDIS displays the actual funds drawn. The HOME Funds Protected field
Isburse Disbursed is provided on this screen so that the user can see
the funds to be entered as amortized loans, grants, deferred
payment loans or other.
Activity Total Total of the amounts entered in Sections 1-4 as calculated by | Protected field
IDIS..
Fr=PREV Press to go to the previous screen. From the COMPLETE
HOMEOWNER REHAB ACTIVITY: COST screen, the
previous screen is the COMPLETE HOMEOWNER
REHAB ACTIVITY: UNITS screen. Entries will not be
saved.
F8=NEXT Press to go to the next screen. The next screen is the
COMPLETE HOMEOWNER REHAB ACTIVITY:
BENEFICIARIES screen. Entries will be saved.
F15=ALT
Press to go to the alternate COMPLETE HOMEOWNER
(SHIFT-F5) g

REHAB ACTIVITY: COSTS screen. This key can be used
to toggle between the different versions of the costs screens.
Homeowner Rehab Activity: Costs will be shown on both
versions of the screen and can be changed on either version
of the screen. The version of the Costs screen last used will
be presented the next time the activity is visited.

Press <Enter> to display the next screen.
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COMPLETE HOMEOWNER REHAB ACTIVITY: COSTS HOO05
Grantee Activity ID  XXOOXXXXXXXXXXXXXX IDIS Activity ID zzzzzz9
Activity Name XXXXXXXKKKXXXKXXKXKKX XX XK KXKKKXX XXX KKXXX XXX
Activity Address XXXHKXKKKXKHKKXKHKKXKKKXKKKXKKKXKKKXKKKXKXKKXXXKXXXKXX

Value After Rehab
Source Form of * Sources of Funds

of

Funds  Assistance Amount HOME funds (including PI)
Other federal funds
State/local funds
Tax-exempt bond proceeds
Private loans

Owner cash contributions

Private grants

O©oO~NOOABE

* Forms of HOME Assistance
1 Amortized loan

Activity_TotaI 99,999,999.99 2 Grant
3 Deferred payment loan
Total HOME funds 99,999,999.99 5 Other

HOME funds disbursed 99,999,999.99

To

display alternate costs screen, press <F15>.

F3=VALDT F4=MAIN MENU F5=PROJ INFO F7=PREV F8=NEXT F9=SAVE F15=ALT

How To Fill-In the This screen is provided as an alternate to the previously described
COMPLETE Homeowner Rehab Activity Costs screen. Costs can be reported by
HOMEOWNER REHAB entering Source and Forms of Assistance Codes. The explanation of the

ACTIVITY: COSTS
Alternate Screen: After entering the information in the fields on this screen, press <Enter>

fields is the same.

to save the information and go to the next screen.

Homeowner Rehab Activity Costs will be shown on both versions of the
screen and can be changed on either version of the screen.
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DATAFIELD | REQ’D DESCRIPTION VALID
ENTRIES
Grantee Activity Carried forward from the Setup Activity Screen Protected field
ID (CO4AMAO01L).
IDIS Activity Carried forward from the Setup Activity Screen Protected field
ID (CO4AMAO0L).
Activity Name Carried forward from the Setup Activity Screen Protected field
(CO4AMAO0L).
Activity Displayed from information entered in setup. Protected field
Address
Value After This is the after rehabilitation value. Display or change the 9999999
Rehab dollar value of the property. The dollar value is the
appraised value of the property before rehabilitation plus the
total rehabilitation cost (i.e. all materials, supplies and labor
costs directly related to the rehabilitation of the property).
Source of Funds | v The Source of Funds entered on screen HO04 is displayed 1,456,789
and can be changed on this screen.
io”.“ of v Form of Assistance entered on screens HOO04 is displayed 1,2,3,5
ssistance and can be changed on this screen
Amount v Amount entered on screen HOO04 is displayed and can be 99,999,999.99
changed on this screen
Activity Total IDIS automatically total amount. Protected field
;I;J%tgl HOME IDIS automatically totals the HOME funds. Protected field
BOEAE Fc;mds IDIS displays the actual funds drawn. The HOME Funds Protected field
ISburse Disbursed is provided on this screen so that the user can see
the funds to be entered as amortized loans, grants, deferred
payment loans or other.
F/=PREV Press to go to the previous screen. From the COMPLETE
HOMEOWNER ACTIVITY: COSTS screen, the previous
screen is the COMPLETE HOMEOWNER REHAB
ACTIVITY: UNITS screen. Entries will not be saved.
F8=NEXT Press to go to the next screen. The next screen is the
COMPLETE HOMEOWNER REHAB ACTIVITY:
BENEFICIARIES screen. Entries will be saved.
F15=ALT

Press to go to the alternate COMPLETE HOMEOWNER
RAHAB ACTIVITY: COSTS screen. This key can be used
to toggle between the different versions of the costs screens.
Homeowner Activity Costs will be shown on both versions
of the screen and can be changed on either version of the
screen. The version of the Cost screen last used will be
presented the next time the activity is visited.

Press <Enter> to go to the Complete Homeowner Rehab Activity: Beneficiaries screen.
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COMPLETE HOMEOWNER REHAB ACTIVITY: BENEFICIARIES HOO06

Grantee Activity ID

Activity Name

Activity Address

# of

Unit# Bdrms

XOXEKXHKXKXKX KX KX XXX IDIS Activity ID zzzzzz9
XXXHKXXXKIXHKIIHKIXHKIXHXKIXHXKIXHXKXXHXKXXXX

),0,0.9,0,0.9,9,0.9,.9,0,0.9,0,0.9,0,0.9,0,0,0.0,0,0.9,0,0.9,0,0.9,0,0,0,.0,0,0.9,0,0.9,0,0.0,0,0,0,0,0,¢

Total
Monthly Rent

Occu-  —————--- HOUSEHOLD-----—-- Asst
pant %Med Hisp? Race Size Type Type

2

FOR VACANT UNITS: Enter Unit# and # of Bdrms. Change Occupant to 9.

F1=HELP F3=VLDT F4=MAIN MENU

F5=PROJ INFO F7=PREV F8=NEXT F9=SAVE

Note: The number of input lines displayed is the same as the number of COMPLETED
HOME-ASSISTED UNITS on the Compete Homebuyer Activity screen. On the first

input line, IDIS will default the OCCUPANT to 2 (owner). If there is more than one unit,
the user must enter 1 (tenant) or 9 (vacant).

Note: The “FOR VACANT UNITS...” message is shown whenever an error message
does not need to be displayed.

How To Fill-In the

COMPLETE

HOMEOWNER REHAB

ACTIVITY:

BENEFICIARIES

Fill-In one line for each unit assisted with HOME funds and enter one
code in each block. Press <F-1> Help for a list of choices and codes to

enter. For an unoccupied unit, enter unit number, number of bedrooms

and occupancy as “9” vacant. The cursor will then go to the next line to

enter information on the next unit.

Where indicated, type in the codes and enter the rent amount. If the

screen: information does not completely fill the field, press <Tab> to go to the
next field.
After entering the information in the fields on this screen, press <Enter>
to save the information and go to the HOME Menu.

DATAFIELD | REQ’D DESCRIPTION VALID

ENTRIES

Grantee Activity Carried forward from the Setup Activity Screen Protected field

ID (CO4AMAO1L).

IDIS Activity Carried forward from the Setup Activity Screen Protected field

ID (CO4AMAO1L).

Activity Name

Carried forward from the Setup Activity Screen
(CO4AMAO1L).

Protected field
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Activity
Address

Displayed from information entered in setup.

Protected field

Unit #

Enter the unit number of each unit assisted with HOME
funds

Unit number

# of Bdrms

Enter 0 for a single room occupancy (SRO) unit or for an
efficiency unit, 1 for 1 bedroom, 2 for 2 bedrooms, 3 for 3
bedrooms, 4 for 4 bedrooms, and 5 for 5 or more bedrooms

0,1234,5

Occupant

IDIS will display the Occupant Code of 2, owner, on the first
line. For additional HOME units at this address, Enter 1 if
the unit is occupied by a tenant or 9 if vacant.

1,29

HOUSEHOLD
% Med

For each occupied unit, enter one code based on the
following definitions:

1. 0-30 Percent of Area Median means a household whose
adjusted income is at or below 30 percent of the median
family income for the area as determined by HUD with
adjustments for smaller and larger families.

2. 30-50 Percent of Area Median means a household whose
adjusted income exceeds 30 percent and does not exceed
50 percent of the median family income for the area as
determined by HUD with adjustments for smaller and
larger families.

3. 50-60 Percent of Area Median means a household whose
adjusted income exceeds 50 percent and does not exceed
60 percent of the median family income for the area as
determined by HUD with adjustments for smaller and
larger families.

4. 60-80 Percent of Area Median means a household whose
adjusted income exceeds 60 percent and does not exceed
80 percent of the median family income for the as
determined by HUD with adjustments for smaller and
larger families.

1,2,3,4

HOUSEHOLD
Hisp?

For each occupied unit, enter the ethnicity for the head of
household as either Y for Hispanic or Latino or N for Not
Hispanic or Latino. Hispanic or Latino race is defined as a
person of Cuban, Mexican, Puerto Rican, South or Central
American, other Spanish culture or origin, regardless of race.
The term, “Spanish origin,” can be used in addition to
“Hispanic of Latino.”

YorN

HOUSEHOLD
Race

For each occupied unit, enter one code only for the head of

the household based on the following definitions:

11. White. A person having origins in any of the original
peoples of Europe, North Africa, or the Middle East.

12. Black/African American. A person having
origins in any of the black racial groups of Africa.
Terms such as “Haitian” or “Negro” can be used in
addition to “Black or African American.”

13. Asian. A person having origins in any of the original
peoples of the Far East, Southeast Asia, or the Indian
subcontinent including, for example, Cambodia,
China, India, Japan, Korea, Malaysia, Pakistan, the

11, 12, 13, 14, 15,
16, 17, 18, 19, 20
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Philippine Islands, Thailand and Vietnam.
14. American Indian/Alaska Native. A person
having origins in any of the original peoples of North
and South America (including Central America), and
who maintains affiliation or community attachment.
15. Native Hawaiian/Other Pacific Islander. A
person having origins in any of the original people of
Hawaii, Guam, Samoa or other Pacific Islands.
16. American Indian/Alaska Native & White. A
person having these multiple race heritages as defined
above.
17. Asian & White. A person having these multiple race
heritages as defined above.
18. Black/African American & White. A person
having these multiple race heritages as defined above.
19. American Indian/Alaska Native & Black/
African American. A person having these multiple
race heritages as defined above.
20. Other Multi Racial. For reporting individual
responses that are not included in any of the other
categories listed above.

HOUSEHOLD | v Enter the appropriate number of persons in the household: 1, 1,2,3,456,7,8

Size 2,3,4,5,6,7,or8or more persons (for households or more

than 8, enter 8).
HOUSEHOLD | Vv For each occupied unit, enter one code only based on the | 1,2,3,4,5
Type following definitions:

1. Single, non-elderly. One-person household in
which the person is not elderly.

2. Elderly. One or two person household with a
person at least 62 years of age.

3. Single Parent. A single parent household with a
dependent child or children (18 years old or
younger).

4. Two Parents. A two-parent household with a
dependent child or children (18 years old or
younger).

5. Other. Any household not included in the above 4
definitions, including two or more unrelated
individuals.

Asst Type 4 For the homeowner, enter code 1 if the owner is receiving | 1, 2, 3, 4

Section 8 Assistance to purchase the property or code 4 if the
owner is receiving no assistance.

Enter one code only to indicate the type of assistance, if any,
being provided to each tenant.
1. Section 8. Tenants receiving Section 8 assistance
through the Section 8 Certificate Program under 24
CFR part 882 or the Section 8 Housing Voucher
Program under 24 CFR part 887.
2. HOME TBRA. Tenants receiving HOME tenant-
based rental assistance.
3. Other federal, state or local assistance. Tenants
receiving rental assistance through other Federal,
State or local rental assistance programs.
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4. No Assistance. Self-explanatory.

-Fl;gfil Monthly v Enter the total monthly rent (tenant contribution plus subsidy 99999

amount). Tenant Contribution: The actual rent to the nearest
dollar including utilities. If the rent includes utilities, or if
the rent includes partial utilities, e.g., heat, but not electricity,
these utility costs must be added to the rent. Compute utility
costs for the area (and in the case of partial utilities, compute
costs for utilities excluded from the rent), by using the utility
allowance schedule provided by the local Public Housing
Authority. Subsidy Amount: The amount that the tenant
receives as a rent subsidy payment (including any utility
allowances paid directly to the tenant) to the nearest dollar.
If a tenant does not receive a tenant subsidy payment, the
amount would be zero.

FI=PREV Press to go to the previous screen. From the Beneficiaries

screen, the previous screen is the COMPLETE
HOMEOWNER REHAB ACTIVITY: COSTS screen.
Entries will not be saved.

F8=NEXT Press to go to the next screen. From the COMPLETE

HOMEOWNER REHAB ACTIVITY: BENEFICIARIES
screen, the next screen is the Home Menu. Entries will be
saved.

Press <Enter> to display the Home Menu screen.

Note: The last step is to return to the common path Set Up Activity screen to change the status code to “Complete.”
Before doing this, check to make sure that the activity is in the condition to complete by going to Review Activity
Status from the HOME menu. See Section 9.3, page 9-8.
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9.16 Set Up and Complete Tenant-Based Rental
Assistance (TBRA) Activity

Note: TBRA activities are set up and completed by filling in the TBRA screen, funding,
drawing funds, and then changing the status code to complete in the common path.

HOME MENU HMOO
Grantee Activity ID  XXOOXXXXXXXXXXXXXX IDIS Activity ID zzzzzz9
Activity Name XXX HKHKKIIIXIHHHKHKHKIIIX XK HKHKKIIX XXX KKK XXXX

SET UP ACTIVITY

Rental

Homebuyer

Homeowner Rehab

Tenant-Based Rental Assistance (TBRA)
Activity Funded Only with AD/CO/CC

mooOw>

REVIEW ACTIVITY
F Review Activity Status
G Search Activities

COMPLETE ACTIVITY
H Costs & Beneficiaries
I Costs Only
J Beneficiaries Only

Type selection and press <ENTER> Change to Activity ID
FA=MAIN MENU F7=PREV F10=GO TO REVISE ACTIVITY
Tenant-Based Rental Enter D to go to the HOME screens to set up and complete TBRA activity.
Assistance (TBRA) Only those screens and fields related to tenant-based rental activities are
presented.

Chapter last updated: June 23, 2006 — Content revised for IDIS Version 10.0.0 (June 23, 2006) Page 9-106



CPD-IDIS Reference Manual

ACTIVITY SETUP: OBJECTIVE AND OUTCOME HMO1-A

Grantee Activity ID IDIS Activity ID
Activity Name
OBJECTIVE _

1 Create suitable living environments

2 Provide decent affordable housing

3 Create economic opportunities
OUTCOME _

1 Availability/accessibility

2 Affordability

3 Sustainability

F1=HELP F3=VALDT F4=MAIN MENU F5=PROJ INFO F7=PREV F8=NEXT F9=SAVE

How To Fill-In the On this screen you indicate the primary objective and outcome of the
ASSISTANCE services your project is designed to provide.
(Objective and Where appropriate, type in the following data. (If the data typed does not

fill the field, or you do not need to complete the field, press <Tab> to go

Outcome screen):
) to the next field.)

When you have completed the fields on this screen, press <Enter> to
save the information and go to the next screen (TBRA).
1. Type 1, 2, or 3 to describe your objective.

2. Type 1, 2, or 3 to describe your outcome.
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DATAFIELD | REQ’D DESCRIPTION VALID
ENTRIES
Grantee Activity Carried forward from the Setup Activity Screen Protected field
ID (CO4MADOL).
IDIS Activity Carried forward from the Setup Activity Screen Protected field
ID (CO4MADOL).

Activity Name

Carried forward from the Setup Activity Screen
(CO4MADOL).

Protected field

OBJECTIVE

Enter 1, 2, or 3 to indicate your project’s intended objective.

If Objective is left blank by the user, the system will default
to “2”

1,2,0r3

OUTCOME

Enter 1, 2, or 3 to indicate your project’s intended outcome.

If Outcome is left blank by the user, the system will default
to “2”

1,2,0r3

F7=PREV

Press to go to the previous screen. From the ACTIVITY
SETUP: OBJECTIVE AND OUTCOME screen, the
previous screen is the HOME MENU screen. Entries will
not be saved.

F8=NEXT

Press to go to the next screen. From the ACTIVITY SETUP:
OBJECTIVE AND OUTCOME screen, the next screen is the
TENANT-BASED RENTAL ASSISTANCE (TBRA)
screen. The entries will be saved.

Press <Enter> to go to the TENANT-BASED RENTAL ASSISTANCE (TBRA) screen.
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TENANT-BASED RENTAL ASSISTANCE (TBRA) TBRA
Grantee AcCtivity ID  XXXXXXXXXXXXXXXXXX IDIS Activity ID 2zzzzzz9
Activity Name XOKKHKHKHKHKHKHKKHKHKHKHKHKKKKKHKHKHKHKHKHKHKHKHKHKHKHKHKHKHKHKHKHKHKKK
Last # of Sec ---MONTHLY RENT--- ------- HOUSEHOLD-------- -TENANT CONTRACT-

Name Bdrms Dep Tenant TBRA Total %Med Hisp? Race Size Type Paid To New? Mths

T

More units (Y/N)? _ Unit count 9999

F1=HELP F3=VLDT FA=MAIN MENU F7=PREV F8=NEXT FO9=SAVE F17=UP F18=DOWN

How To Fill-In the Fill-In one line for each unit assisted with HOME funds and enter one
TENANT-BASED code in each block. Press <F1> Help for a list of choices and codes to
RENTAL ASSISTANCE ™" _
(TBRA) screen: Where indicated, type in the codes and enter the rent amount. If the
' information does not completely fill the field, press <Tab> to go to the
next field.

After entering the information in the fields on this screen, press <Enter>
to save the information and go to the HOME Menu.
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DATAFIELD | REQ’D DESCRIPTION VALID
ENTRIES
Grantee Activity Carried forward from the Setup Activity Screen Protected field
ID (CO4AMAO01L).
IDIS Activity Carried forward from the Setup Activity Screen Protected field
ID (CO4AMAO0L).
Activity Name Carried forward from the Setup Activity Screen Protected field
(CO4AMAO0L).
Last Name v Enter the tenant’s last name if the name is 5 letters or less. 5 letters or less
Enter the first five letters of the first name if the name is
more than five letters. Or enter a tenant or file identifier.
# of Bdrms v Enter 0 for a single room occupancy (SRO) unit or for an 0,1,23,4,5
efficiency unit, 1 for 1 bedroom, 2 for 2 bedrooms, 3 for 3
bedrooms, 4 for 4 bedrooms, and 5 for 5 or more bedrooms
Sec Dep Enter the amount of the security deposit paid with HOME 99999
funds.
MONTHLY v Enter the actual rent to the nearest dollar, including utilities, 99999
$eEnNa:1-t paid by the tenant at the time of activity completion. If the
rent includes utilities, or if the rent includes partial utilities,
e.g., heat, but not electricity, these utility costs must be added
to the rent. Compute utility costs for the area (and in the
case of partial utilities, compute costs for utilities excluded
from the rent), by using the utility allowance schedule by the
local Public Housing Authority (PHA) in accordance with
form HUD-52667, Allowance for Tenant Furnished Utilities
and Other Services.
MONTHLY v Enter the amount of HOME funds that will be paid to the 99999
$EI§X tenant or owner as a rent subsidy payment (including any
utility allowances) to the nearest dollar.
MONTHLY IDIS will automatically calculate and display the total Protected field
'RI'(I)EtI:IT monthly rent (tenant payment plus TBRA HOME funds).
Note: This amount may exceed the rent paid to the owner if
it includes tenant-paid utilities.
(';)OMU;EHOLD v For each unit, enter one code based on the following 1,2,3.4

definitions:

1. 0-30 Percent of Area Median means a household whose
adjusted income is at or below 30 percent of the median
family income for the area as determined by HUD with
adjustments for smaller and larger families.

2. 30-50 Percent of Area Median means a household whose
adjusted income exceeds 30 percent and does not exceed
50 percent of the median family income for the area as
determined by HUD with adjustments for smaller and
larger families.

3. 50-60 Percent of Area Median means a household whose
adjusted income exceeds 50 percent and does not exceed
60 percent of the median family income for the area as
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DATA FIELD

REQ'D

DESCRIPTION

VALID
ENTRIES

determined by HUD with adjustments for smaller and
larger families.

4. 60-80 Percent of Area Median means a household whose
adjusted income exceeds 60 percent and does not exceed
80 percent of the median family income for the as
determined by HUD with adjustments for smaller and
larger families.

HOUSEHOLD
Hisp?

For each unit, enter the ethnicity for the head of household as
either Y for Hispanic or Latino or N for Not Hispanic or
Latino. Hispanic or Latino race is defined as a person of
Cuban, Mexican, Puerto Rican, South or Central American,
other Spanish culture or origin, regardless of race. The term,
“Spanish origin,” can be used in addition to “Hispanic of
Latino.”

YorN

HOUSEHOLD
Race

For each unit, enter one code only based on the following

definitions:

11. White. A person having origins in any of the original
peoples of Europe, North Africa, or the Middle East.

12. Black/African American. A person having
origins in any of the black racial groups of Africa.
Terms such as “Haitian” or “Negro” can be used in
addition to “Black or African American.”

13. Asian. A person having origins in any of the original
peoples of the Far East, Southeast Asia, or the Indian
subcontinent including, for example, Cambodia,
China, India, Japan, Korea, Malaysia, Pakistan, the
Philippine Islands, Thailand and Vietnam.

14. American Indian/Alaska Native. A person
having origins in any of the original peoples of North
and South America (including Central America), and
who maintains affiliation or community attachment.

15. Native Hawaiian/Other Pacific Islander. A
person having origins in any of the original people of
Hawaii, Guam, Samoa or other Pacific Islands.

16. American Indian/Alaska Native & White. A
person having these multiple race heritages as defined
above.

17. Asian & White. A person having these multiple race
heritages as defined above.

18. Black/African American & White. A person
having these multiple race heritages as defined above.

19. American Indian/Alaska Native & Black/

African American. A person having these multiple
race heritages as defined above.

20. Other Multi Racial. For reporting individual
responses that are not included in any of the other
categories listed above.

11,12, 13, 14, 15,
16, 17, 18, 19, 20

HOUSEHOLD
Size

Enter the appropriate number of persons in the household: 1,
2,3,4,5,6,7,or 8 or more persons (for households or more
than 8, enter 8).

1,2,3,4,56,7,8
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DATAFIELD | REQ’D DESCRIPTION VALID

ENTRIES
HOUSEHOLD | Vv For each unit, enter one code only based on the following | 1,2, 3,4,5
Type definitions:

1. Single, non-elderly. One-person household in
which the person is not elderly.

2. Elderly. One or two person household with a
person at least 62 years of age.

3. Single Parent. A single parent household with a
dependent child or children (18 years old or
younger).

4. Two Parents. A two-parent household with a
dependent child or children (18 years old or
younger).

5. Other. Any household not included in the above 4
definitions, including two or more unrelated

individuals.
&E)’\,iﬁrg; or v Enter O, if the HOME TBRA subsidy will be paid to the OorT
. Owner. Enter T, if it will be paid to the Tenant.
Paid To
-(I-:I(E)’\liﬁ'g;CT v Enter Y, if the tenant is newly assisted with HOME TBRA | Y o' N
New? funds. Enter N, if the tenant’s assistance is being renewed.
-(I-:I(E)’\liﬁ'g;CT v Months in Contract Term. Enter the number of months in From 110 24
Mths the contract with the tenant — from 1 to 24.
'\@:\T ;Jnits To obtain additional lines to enter additional tenant YorN
(Y/N)’ beneficiaries, enter Y. If not, enter N. IDIS will defaultto N
if a selection is not entered.
Unit count IDIS counts completed tenant entry lines and displays this Protected field
total.
F/=PREV Press to go to the previous screen. From the TENANT-
BASED RENTAL ASSISTANCE (TBRA) screen, the
previous screen is the Activity Setup: Objective and
Outcome. Entries will not be saved.
F8=NEXT

Press to go to the next screen. From the TENANT-BASED
RENTAL ASSISTANCE (TBRA) screen, the next screen is
the TBRA: UNITS. Entries will be saved.

Press <Enter> to display the TBRA: UNITS screen.
Note: TBRA units cannot be vacant.
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TBRA: UNITS TBRA-2

Grantee Activity ID IDIS Activity ID
Activity Name

NUMBER OF TBRA UNITS:

Designated for the homeless:
Of those, the number for the chronically homeless:

FAITH-BASED ORGANIZATION: Was this activity carried out by a
faith-based organization (Y/N)? _

F1=HELP F3=VALDT F4=MAIN MENU F5=PR0OJ INFO F7=PREV F8=NEXT F9=SAVE

How to Fill-In the Where indicated, type in the answers to questions. If the information
COMPLETE does not completely fill the field, press <Tab> to go to the next field.
HOMEOWNER REHAB  After entering the information in the fields on this screen, press <Enter>

g p
ACTIVITY Screen: to save the information and go to the next screen.
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DATA FIELD REQ’D DESCRIPTION VALID
ENTRIES

Grantee Activity Carried forward from the Setup Activity Screen Protected field

ID (CO4AMAO0L).

IDIS Activity Carried forward from the Setup Activity Screen Protected field

ID (CO4AMAO0L).

Activity Name Carried forward from the Setup Activity Screen Protected field
(CO4AMAO0L).

NUMBER OF . : 4 numeric

TBRA UNITS: Eeport the total number of units designated for the characters

) omeless.

Designated for the

homeless

NUMBER OF. Report the total number of the chronically homeless in 4 numeric

TBR.A UNITS: designated for the homeless. characters

Designated for the

homeless:

Of those, the

number for the

chronically

homeless

BARg:NI?QfCIIE'EJN v Enter Y or N to indicate whether or not activity carried out YN

Was this activity
carried out by a

by faith-based organization.

faith-based

organization (Y/N)

F1=HELP Position cursor on the field where Help is needed. Press
<F1> Help for information of UNITS DESIGNATED FOR
THE HOMELESS and CHRONICALLY HOMELESS.

Fr=PREV Press to go to the previous screen. From the TBRA: UNITS
screen, the previous screen is the TENANT-BASED
RENTAL ASSISTANCE (TBRA). Entries will not be
saved.

F8=NEXT

Press to go to the next screen. From the TBRA: UNITS
screen, the next screen is the HOME Menu. Entries will be
saved.

Press <Enter> to display the HOME Menu screen
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9.17Review Activity Status

TYPE

STATUS

FUNDED
DRAWN

ESTIMATES

ACTUALS

SETUP DATA

COMPLETION

Activity Name
Activity Address

REVIEW HOME ACTIVITY STATUS STAT

Grantee Activity ID  XXOOXXXXXXXXXXXXXX IDIS Activity ID zzzzzz9
XXXXXXXHKKKIX XXX KKKIXX XK X KKKIXX XXX HKKXX XXX
XXXXXKXXKKKXXXKXKKKI XXX XK KKXX XXX XXX

Homebuyer/Acquisition & Rehab

XXXXXXXX

99,999,999.99
99,999,999.99

HOME units 99,999

HOME units 99,999
Total units 99,999

Complete

COST DATA Complete

FA=MAIN MENU F5=PR0OJ INFO F7=PREV

Initial Funding mm-dd-yyyy
Last Draw Date mm-dd-yyyy

HOME cost  99,999,999.99

HOME cost 99,999,999.99
Total cost 99,999,999.99

BENEFICIARY DATA Incomplete

F8=NEXT

How to Use the Review This screen is presented when selection F is selected at the HOME

Activities Status Menu. Itis display only.
screen:
DATAFIELD | REQ’D DESCRIPTION VALID
ENTRIES

Grantee Activity Carried forward from the Setup Activity Screen Protected field

ID (COAMAOL).

IDIS Activity Carried forward from the Setup Activity Screen Protected field

ID (CO4AMAO0L).

Activity Name Carried forward from the Setup Activity Screen Protected field
(CO4AMAO01).

Activity Carried forward from the Setup Activity Screen Protected field

Address (CO4AMAO01).

TYPE Displays tenure type and activity type from HOME activity Protected field
at completion. If an activity type has not been changed at
completion, the activity type entered at setup is displayed.

STATUS Displays from the common path Setup Activity screen Protected field
whether the activity is budgeted, underway, or complete.

FUNDED Displays dollar amount funded. Protected field

Initial Funding Displays date of initial funding. Protected field

DRAWN Displays dollar amount drawn. Protected field

Last Draw Date Displays the date of the last draw. Protected field
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ESTIMATES Displays the number of HOME units estimated at activity Protected field

HOME Units setup.

ESTIMATES Displays the HOME cost entered at activity setup. Protected field

HOME Cost

ACTUALS
HOME units

ACTUALS
HOME cost

ACTUALS

Total units

ACTUALS

Total cost

SETUP DATA Displays COMPLETE if the setup data entered is sufficient | Protected field

to allow the activity to be funded. Displays INCOMPLETE
if the setup data entered is not sufficient to allow the activity

to be funded.
COMPLETION Displays COMPLETE if the cost data entered is sufficient to Protected field
COST DATA allow the Activity Status to be set to “Complete” in the

common path. Displays INCOMPLETE if the cost data
entered is not sufficient to allow the activity status to be set

to “Complete”.

COMPLETION Displays COMPLETE if the beneficiary data entered is Protected field
sufficient to allow the Activity Status to be set to “Complete”

BENEFICIARY in the common path. Displays INCOMPLETE if the

DATA beneficiary data entered is not sufficient to allow the activity

status to be set to “Complete”.

Press <Enter> to return to the HOME Menu.
Note: When Set Up and Completion state “complete,” this means that the activity is in the condition of allowing
completion. The status code must still be changed to “complete” in the common path.
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9.18Search Activities

Enter search criteria

PROGRAM YEARS

PROJECT 1DS

SET UP DATES

COMPLETION DATES

STATUS CODES

TENURE TYPES

OCCUPANT CODES

ACTIVITY NAMES

F2=PROJECT LIST

SEARCH HOME ACTIVITIES FIND
from = to
from = to
between = - - and __ - -
between = - - and - -
_and _ and _ (1 Canceled 3 Budgeted

2 Complete 4 Underway)

_and _ and _ (1 Rental 3 Homeowner Rehab
2 Homebuyer 4 TBRA)

_and _ (1 Owner 9 Vacant)
2 Tenant

beginning with
containing text

F6=CLEAR F7=PREV

How to Use the
SEARCH HOME
ACTIVITIES function:

The purpose of this screen is to input the search criteria. IDIS will
provide results by IDIS Activity ID, Grantee Activity ID and Activity Name
based on the criteria. Any of the criteria fields may be left blank and the
system will display all activities of that category.
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DATAFIELD | REQ’D DESCRIPTION VALID
ENTRIES
S('EiggAM Enter range of program years. For one year, enter the same
year in the “from” and “to” fields. For all years, enter from
1992 to 9999.
PROJECT IDS Enter range of activity ID numbers.

SET UP DATES

Enter range of set up date by mm/dd/yyyy.

COMPLETION :

DATES Enter range of completion dates by mm/dd/yyyy.

STATUS Enter 1 for a list of cancelled activities, 2 for a list of

CODES completed activities, 3 for a list of budgeted activities, or 4
for a list of underway activities. Up to three status codes can
be entered to search.

TENURE Enter 1 for a list of rental activities, 2 for a list of homebuyer

TYPES activities, 3 for a list of homeowner rehab activities, or 4 for
a list of TBRA activities. Up to three tenure type codes can
be entered to search.

gggLEJgANT To search by occupant code, enter 1 for a list of owners, 2 for
a list of tenants, or 9 for a list of vacant units. Up to two
occupant codes can be entered to search.

ACTIVITY Enter up to the first 15 characters of an activity name to

NAMES search for an exact match.

beginning with

ACTIVITY Enter up to 15 characters that are part of an activity name to

NAMES search for an exact match.

containing text

F6=CLEAR

Press to delete search criteria and to start another search.

Press <Enter> to obtain the Search Results screen.
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SEARCH RESULTS
zzzz9 Activities Found

Enter X to select

IDIS
Select Act ID

Grantee Activity ID

Activity Name

_ 22277279  XXXXXXXXXXXXXXXXXX XXX KXXKXXKXX KX X KX X KX XKHXXKX XXX XXX XXX XXX X
_ 2272779  XXXXXXXXKXKXKXKXXX  XHXIKHXIHXIHKIHKXHKXKIKXKX KX KX KX KX KX KX XX XX XK XXX
_ 227277279  XXXXXXXXXXXXXXXKXXX  XHRHXXKHKIKHIKHIKHIKHIKHIKHIKHI KX XXX XXX X XXX
_ 2227779  XXXXXXXXXXXXXXXXXX  XXHXKHXKHXKHIKHXKHIKHXKXXKXXKXX KX XXX XXX X
_ 22277279  XXXXXXXXXXXXXXXXXX XXX KHXXKXXKXXKHXKXXKHXXKHXX KX XXX XXX XXX XXX X
_ 22277279  XXXXXXXXXXXXXXXXXX XXX XKXXKXXKXX KX X KX XKHXXKHXX KX XXX XXX XXX XXX X
_ 2272779  XXXXXXXXKXKXKXKXXX  XHXKHXXHXXHKXHKXHKIKXKX KX KX KX KX KX KX KX X XXX XX XXX
_ 227277279  XXXXXXXXXXXXXXXKXXX  XHRHKXKHKIKHIKHIKHIKHIKHIKXIKXX KX XXX XXX X XXX
_ 2227779  XXXXXXXXXXXXXXXXXX  XRHXXKHIKHIKHIKHIKHIKHIKHXKHXKX XXX XXX XXX X
_ 22277279  XXXXXXXXXXXXXXXXXX XXX KXXKXXKXXKXX KX X KX XKXXKX XXX XXX XXX XXX X
_ 2227779  XXXXXXXXXXXXXXXXXX XXX KXXKXXKXXKXXKXXKHXXKHXXKHX XXX XXX XXX XXX X
_ 2272779  XXXXXXXXKXKXKXKXXX  XHXKHXXHXXHKXHKXHKXKXKX KX KX KX KX KX KHXKXHX X XXX XX XXX
_ 227277279  XXXXXXXXXXXXXXXKXXX  XRHXKHIKHIKHIKHIKHIKHIKHIKHI KX XXX XXX XXX X
_ 2227779  XXXXXXXXXXXXXXXXXX  XXHXKHIKHIKHIKHIKHXKHXKHXKHXXKX XXX XXX XXX X
_ 22277279  XXXXXXXXXXXXXXXXXX XXX KXXKXXKXXKXX KX X KX X KX XXX XXX XXX XXX XXX X
FA=MAIN MENU F7=PREV F8=NEXT F6=SORT F17=UP F18=DOWN

How to Use the

SEARCH RESULTS

screen:

Activities Found

IDIS will provide results by IDIS Activity ID, Grantee Activity ID and

Activity Name based on the criteria entered on the Search screen.

IDIS will display the number of activities found during the search based
on the criteria entered on the search screen.

Select Enter X to select an activity. Press <Enter>. IDIS will take you to the
HOME Menu of that activity.
Direction A message will be displayed indicating the end of the results list.

F8 OR <ENTER>

Press to return to the HOME Menu.

The Search function can be used to determine open HOME activities that
need to be completed within 120 days of final draw. Since only
completed activities are counted for the Snapshot of HOME Performance
Report, completing activities in IDIS in a timely manner will help improve
Snapshot scores. To search for all open activities enter only the status
codes 3 (Budgeted) and 4 (Underway), then press <Enter> to obtain the
results.

Note

To obtain a list of completed rental units with vacant units, enter the
status code of 2 (Complete), enter the tenure type 1 (Rental), and enter
the occupant code 9 (Vacant). Press <Enter> to obtain the results.
Entering actual tenant information also will improve Snapshot scores.
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